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FOREWORD 



^••fontibli tducatori have rtcoflniztd that tha laodvtrn col lag* canpus nuat ba 
daaigned carafully if tha conplaaitiaa of tha curriciila ara to ba aarvad. Architacta 
thanaalvaa cannot craat# thia aducational facility without aducational apacif ications 
which ara tailorad to tho curricula concarnad. Such apacif icationa can baat b« 
davalopad by thoaa who ara raaponaibla for iMplaflianting tha inatruetional prograa. 
Thua, thara la a naad to develop alaborata aducational apacif icationa prior to tha 
involvaaant of architacta and aiailar apacialiata. 

Thia docuaant ia an affort on tha part of « collaga ataff and faculty to provide 
tha aducational apac if icationa naadad by tha daaigning architacta for Polk Junior 
Coliagt. It ia an axpraaaion of what ia to taka place in each of tha apacaa to be 
built and uaad on tha ntw cawpua. Throughout thia publication planning waa projected 
for an enrol laant of 5,000 full ti«a aguivalant atudanta. It alao rapreaanta an 
"ideal plan" for future caapua davalopmant. However, aka ptica should not ba aisled by 
tha aantioning of tha"idaal." Both tiaa anH aonay can ba saved through thia type of 
coaaunication and tha aost efficient teaching facility can ba obtained. 

A special acknowladgaant is due tha faculty of Polk Junior Col lege, who, in 
addition to tha problaas they encountered during the first year of operation, took the 
necessary tiaa to prepare these reports. 

Tha adainiatrat ion of Polk Junior Collaga also wishes to acknowledge for their 
help in tha initial planning Or. Harold Craaar and Hr. Walter Rise, State Departaant 
of Education;Mr. Donald Bulat, Di rector of Davelopaant ann Planning at Miaai^Oada 
Junior Ct«llaga;and thn state survey taaa headed by Dr. Lae Henderson, Division of 
Coaaunity Junior Col leges, State Departaant of Education, included on this teaa were: 
Mr. A. Parkings *4arquaas, Special i at in Surveys, State Departaant of Education: Dr. T. 
Felton Harrison, president of Pensacola Junior College; Or. Roy Bergangran,PrasidCint of 
Daytona Beach Junior Collage; Mr. Walter B. Rise, Jr. , architect, School Plant Section , 
State Departaant of Education; and Mr. Donald Bulat, Miaai Dade Junior Collage. 
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FIMNAT FOR JUNIOR €dUEI€ F^CIUTIEI FUNNIIIR 



I, i^iliitoplly 

1. FttruoM* 

V '■ 

2* ONJ»etivtt 
II. InttrucUonal FrogrM 
U Cour;Mt 

2. ActMtUt 
Ttachtr 
StudAnts 

3. Orouping 
Siztt 

H. TiM NoduUt I SchtduU 
5. Methods of inetruction 

* 6. Enronne^t Frojeciior.s for 5,000 FTE 

7. NiMber of Rooms or Spscet 
III. Spaces or Areas or Rooms 

I. Functions - Activities of Teachers A Studenii 

2. Furniture, Equipsient A Instructional Materials 

3. Environeent 

4. Utilities 

IV. Storage 

1. NuMber, Types A Size of itoMS 

2. Size of Cabinets or Shelving 
I. Size of Storage Areas 

(Supply total size if the above is too difficult) 

V. Reletionshiea within the Space or Area 

I. To Those FrograMs Nhich are Closely Related 
2* To the Entire ^.aiiipui 

\;i', V! 1 ■ ‘ '\'-V ‘ 
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ADM INI STRATI VE CENTER 



i* raiLosoniY 

A. P^rpM* 

Th« prapairatiofi of citiions wUh atiitudts tkilltf to tako tkair placa in 
our cultuiro ia a roapoiiiitiia ^ndorlakinf. Tha adiliniatration of tha collaga 
axiata for tha purpOaa of coordinatinf axitiin^ aducatiooal prograoa and for 
providing laadarahip and ^.ha davalopaant of naw prograoa daaignad to prooota 
attitudaa and akitta in tha atudant*. 

I. Olijactivai 

To continija tha avaluation and auparviaion of tha oparation of tha inatitution 
hy appropiriata adniraatration parsonnal. 

II. INSTRUCTIONAL MM K AM 
Oaacription of Activitiaa 

Tha ralationahip of tha adainiatration to tha faculty, ^s^tudanta and viaitora will 
ha on tha faca-to-faca baaia. Noroally^ ona or two individuala will viait an 
offica at a particular tioa. For thia raaaon, officaa nay ba ralativaly aaall 
with a confaranca rooai providad in* tha ganaral araa for largar groupa. CoaMuni- 
cationa will ba paramount both batwaan tha adai»niatrativa offica itaalf and with 
tha raat of ttha col logo. Eaay accaaa ahould ba providad batwaan tha officaa, with 
a poaaibla altarnata ax it which would not ba through tha racoptton araaa. Sacra- 
tariaa and racaptioniata ahould ba apacad ao they may have privacy in thair work, 
yat maintain control of tha racaption araaa. 



III. SPACES OR AREAS OR ROOMS 
A. Functiona 



1. 

2 . 
3. 
1. 



Intarviawa 
Couniial ing 
Plann ing 
Studying 



S. Officaa 



I. A total of 21 officaa will ba nacaaaary for tha admin latratii/a canter. 
Thoaa liatad below are officaa requiring more than tha uaual 100 $q. ft. 

a. Praafidantial auita - 1,500 aq. ft. 

b. Vica<>*praaidant - 1,200 aq. ft. 

c. Dean of I nat ruction 1,000 aq. ft. 

d. Dead of Continuing Education - 1,000 aiq. ft. 
a. Dean of Student Affaire - 1,000 aq. ft. 

f. Diraetor of Sarvlcaa - 1,000 aq. ft. 

g. Academic Dean - 200 aq. ft. 

h. Dean of Technical Education - 200 aq. ft. 



2. AM officaa ahduld ba in ona vicinity (grouped around racaption 
area) axcapt for the buainaaa offica, RaglatrarU offica, and tha counaal- 
ing officaa (aaa Caunaaling Canter report, where tha need for thaaa 
officaa haa bean outlined.) 
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3* Tht officut df the Prctid^nt, V ic0«prcti4i«nt ancl D«0n of ifittruction 
should bo on tocond floor. 

C. Additional Spscor 

I. A confortnos rooM abating 15-20 poople should bo avail able for larger 
groups. 

2^ A unit kitchin ('jpprox iaately 200 sq. ft.) should be a part of the 
conference rooii. 

3* An inforpation citnter in the pain lobby should be obvious to a person 
entering the froit door. Since the switchboard operator-recept ion ist 
should under the supervision of one of the pajor adpin istrative 
offices, there should be easy access between the Inforpation booth and 
possibly the Director ««f Services' office. 

Reception-secretarial roons should be located in the following offices: 

a. Presidential suite 
h. Vice-president 

c. Dean of Instruction 

d. Dean of Continuing Education 

e. . Dean of Student Affairs 

f. Director of Services 

g. Gne such roop to be shared by the Acadepic Dean and Dean of Technical 
Education would also be desirable. 

5. Reception arc^.a with space for 3 jecretarles and file cabinet capacity for 
20,000 student folders (approxipately 2,500 sq. ft.) 

6. A general registration area of 2,500 sq. ft. should be accessible to the 
riogistrar's office. 

D. Furniture and Equipment 

1. Rcte Faculty Work Area report for routine offices. Special offices would 
require podern furnishings (executive- type desks, etc.). 

2. A conference table for the conference roop should be of such design that 
participants can tee each other,, 

E. Envlronnent 

i. All offices should be comfortable (see Faculty Work Area re '<rt). 
Acoustically resilier.t floors wculd be desirable. 

2* Executive offices, such as the President's suite, should have executive- 
type furnishings, acoustically resilient floors, etc. 

The President's suite should be located on the second floor and have a 
genero view of the cippus. 

3. Gvinerally speakirg, the design of all the offices in the adpinistrative 
area should be trad itiorsa I enough to Indicate a connection with the past 
and yet podern enough to show that new and original thinking is also pert 
of the educatio.iel process. Ar; air of quiet podesty should be obvious to 
the visitor as well as to the occupant of the edpiii istrative wing. 

F. Utiliiiee 

I. President's suite with toilet facilities 



2. Cl iiiAi* ccntrol iit ftM offlc«t 
3* Standard sliictrical outlata 

>1. Tht un1tH<Hchan (adjolninf tha Prasidani’e suit#) with proper pluabing, 
atc.f fcr a aink aaaenbly 

5. intarfjoM or telephone between office* 

6. Closed circuit TV in all offices 

7« Toilets and <yash basins in the 8 nain executive offices listed under 
"Offices'* 

IV. mmi 

k. Storage areas with shelves (20-100 ft.) should be located m the fotlowiivg 
offices: 

1. Presidential suite 

2. Vice-presiuent 

3. Dean of ^instruction 

8. Dean of Cont'nuing Education 

5. Dean of Student Affairs 

6. Director of Services 

7. Acadeeic Oea?. and Dean of Technical Education would probably share a 
storage area. 

B. A locked closet (100 sq. ft.) for storing college archives: yearbooks, reports, 
'newspapers, catalogues and other college Material should he accessible to 
the President** suite. Appropriate shelving for such storage is desirable. 

C. V) area adjacent to the confe:nence rooa of approxiiately 100 sq. ft. should 
be available for storing easels, blackboards, etc. 

0. A storage area in the reception rooM for file cabinets and secretarial supplies 
(*00 ft. ) will be necessary. 

E. Registrar's office should have a storage roon adjacdmt with filing space for 
50,000 student folders (approxinately 200 sq. ft.). 

F. The business office should have a bui It-in, f ire-pntof vault (225 sq. ft.) 
with shelving. 



V. RELATIONSHIPS WITHIN THE SPACE OR AREA 

-V 

A. To those prograas which are closely related 

/Adnini strati ve offices should be grouped together except for the business 
office, the Registrar's office and the counseling offices, which should be 
readily accessible to students. 

i. To the entire caMpus 

The physical location of this area should be accessible both to the public 
and to college personnel without being in the nain traffic arteries. 
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PHILOSOPHY 

A« General Philosophy 

The audHorium is a facility which has as its function the cultural, aesthe* 
tic, and educational development of the College family and the surrounding 
community. 

B. Purposes 

The structure will contain the auditorium proper (including stage), lobby, 
classrooms and faculty offices for speech, drama, music, art and humanities, 
rehearsal rooms, scene construction room, necessary storage rooxis, and rest- 
rooms. 
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C. Objectives 

1. To supplement the academic program of the College by serving as a place 
for formal lectures and films. 

2. To provide a place for the performing arts (dance, concerts, recitals, 
drama). 

3. To provide a place for occasional art and science exhibitions. 

To provide a place for convocations, commencements. 

5. To provide a meeting place for approximately 700. 

6. To provide a place for storing necessary equipment and supplies. 

?. To provide a place for the construction and storage of necessary props, 

costumes, etc. 

8. To provide a place for performers, actors and others to dress, apply 
make-up, etc. 

9. To provide a place for the offices of speech and drama.^ 

10. To provide a place for the studio offices of music professors. 

11. To provide a place for experimental theatre in the auditorium proper. 

12. TvS provide a place for a future balcony. 

13. To provide faculty offices for art and humanities. 

14. To provide a place for radic and TV broadcasting. 

15. To provide rest room facilities for the faculty, students and patrons of 

ttn arts, both male and female. 

If^ To provide a place for listening to records and tapes. 

17. To provide classrt^oms for music, drama, speech, art and humanities. 

18. To provide rehear ual rooms for music. 



(Note: Although the auditorium structure contains many classrooms and offices, this 
report deals only with auditorium proper and directly related spaces. The 
Educational Specifications for music, art, speech, drama and humanities 
offices and classrooms are contained in other appropriate committee reports. 

M. INSTRUCTIONAL PROGRAM 

A. Activities 



1. Formal lectures 

2. Convocations and commencements 

3. Film presentations 
N. Dramatic productions 
5. Chorus presentations 
8. Band concerts 

7. Recitals 

8 . Meeting of associations, organizations and large groups 
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9. Music instruction 

10. Oraisa instruction 

11. Operas 

12. Exhibitions such as art and science in the lobby 
(For thir ^ fairly good sized lobb# desired^ 

13. Ticket' f«el 1 ing and transMitting infornation about perforspinces, concerts, 
etc. (For this a snail booth with a phone on one sld3 of the lobby i<« 
desirable. ) 

IH. . Radio and television broadens to 

15. Hass television viewing 

16. Rehearsing and practicing 

17. Speech presentations 

18. Debating 

B. Orouping 

Audi tor iun to seat 700 persons 

C. Title Modules and Schedule 

1. Modules nay last fron 50 ninutes to 3 or d h^ji^s 

2. Schedule (Mot deternined at this tine) 

D. Nuiitber of roons or spaces 

One auditor iun 

2. One stage 

3. One storage roon for stage props and scenery (30* X 50') 

4. One work shop area for build^ntv stage scenery and props 

The workshop should contain ae'equate catinets for snail tools, nails and 
a workbench. Will be used as a teaching facility. 

5. One backstage dressing roon Vor 10 nen 

6. One ba:kstage dressing roon for 10 wonen 

7. One large lobby for standing crowds and occasional art and sciefice exhibits 

8. One ticket booth 

9. One light control roon for lights in auditoriun 

10. One costune storage roon 

11. One men's "backstage" rest roon 

12. One wonen 's "backstage" rest roon 

13. One orchestra pit 

This pit nust be large enough to contain a 50 piece orchestra and con- 
structed in such a nanner as to be hidden when not in use. 

14. One storage room for one grand piano 

15. One radio and television transnitting roon 

16. One waiting and tenporary storage area (right wing of stage.) This is 
for actorr or perforners to stay in while waiting for their cues and for 
the placement of stage props during a production. 

17. One audience rest rgon for nales 

18. One audience rest rOon for fenales 

111. SPACES OR AREAS OR ROOMS 
k. Functions 

The function of each of the areas and roons listed in ll-D is self-explantory 



8. Physical Contents of Roons 
I. Auditoriun 






.g. 




{() Sevtn hundred rcclininf ««ats with writing ariis«contin«ntai 
stating 

(2) Wall-to-wail carpa^ 

b. Egpiimfnt ^ 

A TV camera from time to tlmo 
2< Stage 

Furniture and equipment depends upon the nature of the plays, number of 
spe^s^kers, number in chorus, or whatever the activity might be. Therefore, 
this question cannot be specif icalty answered. There should be one 
20* % 20' freight door direct'y back of the stage. From time to time 
there will be tables, chairs^ easel, lecturns, benches for a musical 
chorus of too and a microphone. One regular curtain and one transparent 
one, both, which may be operated manually or from the light control room; 
t800 - 2000 square feet, suggested size. 

3^ Storage room for stage props and scenery 

Props und scenery also vary with various dramatic productions. The 
scenery measures approximately 20' X 30'. The props are ait sizes. 

lit Workshop Area 

a. Furniture 

(1) Cabinets for storing 2 or 3 hammers, nails, buckets of paint, and 
handsaws 

(2) Counter (1C feet in length) 

(3) Sawhorses 

b. Equipment 

Three paint sprayers (3' x 3' x 3') 

c. Size 

One thousand s<|uare feet used for teaching facilities 

5. One men's backstage dressing room 
Furniture 

a. Ten chairs 

b. Ten tables 

c. Ten mirrors 

d. Ten lockers (I' x i* x 6') 

e. Two lavatories 

6. One women's backstage dressing room 
F'jrniture 

a. Ten chairs 

b. Ten tables 

c. Ten mirrors 

d. Ten lockers (i> x I' x 6') 

a. Two lavatories 



7. One Urge lobby for stending crowde end occesionel art and eclence eKhlbita 
Furniture 

a. Ten tablet (S’ n 6’)j occaeional 

b. Twenty chairs; occasional 

8. One ticket booth 
Furniture 

a. One chair 

b. One table (3* s S') 

c. One telephone 

9. One light control roon will contain one table (3* x S'), three chairs and 
panels of light switches and rheostats* Suggested footage 12' x 12' 

iO. One costune storage rooa with racks for approxinately 100 costunes. 

II* One iMn's iiackstage rest rooa 

a. One toilet 

b. One lavatory ■ 

I I 

12. One wonen's backstage rest roon 

a. One toilet 

b. One lavatory 

13. One orchestra pit 

The pit will contain a naxUun of 50 chairs and 50 sheet nusic stands for 
50 orchestra nenbers.. 

IH. One storage roon for grand piano and stool 

15. One radio end te1r>vision transnitting roon 

Technical radio and TV equipnent will go in this roon. Approxinately four 
tablet and chairs will be in it. (15' x 15' suggested sli* of this roon.) 

18. Waiting and tenpprary storage area (right wing of stage - facing the 
stage) with no pernanent walls separiitihp it fron* the stage. A few 
actors and a few stage props nay be in this area during a dranatic pro- 
duction. (800 square fe^t - suggested siie.) 

17. Two audience rest roons, one f^r nales and one for fenales 

Technical equipnent 

I. Audio-visual equir'*«ent for cultural and fomal college lectures. 

Sound syste«^i Microphones and outlets 

V; 

a. F'iur in the orchestration pit 

b, f ix on the staged 

(I) One nicrophont In rolUblo M 
(2| Two nicrophonoe in stand locturns 
(S| Three atand inf •Urophooas 
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$y«tflM, all ”hi4dtn 



a. Ntctiaary ataraophonic in tha aain audltoriun for concarta, ate. 

b. Ona apaakar ayataai in all othar rooaia auppliad with individual voluaa 
control 

c. Facilitiaa for outaida apaakara 
3. Aaplifiara 

a. Two with ona acting aa a backup ayataa 

b. Control! abl a frda aithar tha orchaatra pit or control rooa 

•i. Starao*Playar 

Panaanantly houaed in a large, rol labia lacturn with extra atarao apaakara, 
record atoraga, lockable, on aoft rubber tirea 

5. Organ 

Facilitiaa for a full-aize pipe organ conaole to be inatalled later in the 
orcheatra pit. Space provided for inatalUtion of pipea at a later date. 

6. Two pianoa, one concert grand, one upright. 

NOTE: The whole auditoriua ahall be acouatically "correct.” 

D. Projection Equi patent 

1. Facilitiaa in the control room 

a. One 16 mm. motion picture projector 

b. One universal (3i" x 3i", 2" x 2", or micro) alide projector 

2. Facilitiaa on the atage 

a. Overhead projector in the rol I able lectern 

b. Large projection acreen that may be angled for uae with the overhead 
projector. Contola for thia acreen ahould be both electrically and 
manually operated from either the control room or orcheatra pit. 

3. Televiaion Equipment 

a. Three 29" rollable televiaio'' receivera 

b. Lighting 

(1) "Houae" lighta 

(a) Sufficient for fighting the whole audi^rium. The auditorium 
lighting aufficient for note taking. There ahall be no 
natural light in the auditorium or exhibition areaa* 

(b) Controlled from control room and orcheatra pit. 

(c) Rheostat for the main I ighta 

(2) Spotlights 

(a) One movable, rheostat-operated, with place for filters in the 
control room. 

(b) Three fixed center stage from the ceiling, permanently aimed at 
the usual rostrum point. 

(c) Two portable chalk boards - <|* x i' 

(d) One portable projection screen 

ie)— tfighting - all controlled free cotltroV t'oom : 
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(I) of ovorhoitf, kloig llflitt, with otch bank 

"raUablo”. Ihaoatat control U4. Each light chail ba 
•anualiy oovablo and with a holder for fittora. 

(n) Six novablo agotUghtc at tho control rooo* 
fiii) ”lPog-vg” footlights 

(iv) Stiff iciont oatlfta for all stago agyiga»iit» workshog^atc* 

E> Environnant 

1. Lighting 

a. Lighting sufflciant for avary rooo and apact 

b. A«c;tdriy« lighting should have a dinaing aystaii 

2. Taoparatura Control 

Evary space and rooo (except storage rpoas) should ba taoporatura controlled 
IV. RELATIONSHIP WITHIN THE SPACE OR AREA 

A. Auditoriuo is the area which deteroines the relatiimahip of all other roooa and 
areas. 

B. Stage joins the froiit of the auditoriuw. 

C. Prop and Scenery Storage room to the left or right of the citage. 

0. Workshop Area directly to the left (facing the stage) of the stage without 
any peraanent doers or walls separating it froa the stage* A soundproof 
aobile wall inclyded so that at tiaes the workshop area could be "cut-off" 
from the stages- 

E. Perforaers' dressing rooms and rest rooas should be somewhere near the stage 
area so that the perforaers do not have to coae in visible contact with the 
audience. 

F. Audience rest rooas off the lobby for aen and women. 

6. Lobby 

H. Ticket Booth 

1. Light control room d i recti y above the lobby and having a glass panel through 
which to view the stage. 

J* Costume storage somewhere "backstage." 

K. Orchestra pit In front of and below the level of the stage. Constructed so as 

to be hidden at times when not in use* The floor of the orchestra pit built 
to be raised or lowered. ' • 

L. Orand Piano Storage Room adjoining the right wing of the stage. 

M. Radio and TV Transmitting Room directly above the lobby and having a huge 
glaas panel through which to view the stage area. 

N. Waiting and tiaporary storage room (right wing of the stage-facing the stage.) 
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I. PNIIAIOMY 
A. IHirAOMe 
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Pro<*Uf « facility Mhtra Urga cUaaaa in axpariMutal aducaiioa aay ba bald 
uainji m»M aathoda in taafs ic^acbing Mith audia-viaual tacbnigaaa. 

5. Objactivas 

r- 

1. Eiiabla atudanta to acfui era knoMladgO and akilU at aconoaiealfy and 
riipidly a* poaaibla. 

2. Provida apaCaa for largo groups for tatting, oriantation, ate. 
li. iNSTKUCTIONAL PROakAM 

A. Courtat 

Lactv>ra and danonttration in all ditciplinat 
I. Activitiat 
I. Taaebar 

a. Lactura 

b. Daaont tret ion 

c. fuparvita 

2> Studantt 

li 

a* Obtarvation 
b. Nota taking 

C. drooping 

Could ba fro« tavunty-fiva to fiVa hundrad 
tiiia Modulo and Sehadula 
Vary from fifty ainutat to tavaral hours 
E> Nathods of instruction 
Lactura* daiionstration 
Mi. SPACES OR AREAS OR ROOMS 

A. Ona largo aria but divisibla to saat groups of ana hundrad to ona hundrad 
and fifty. 

l< Coafortab1a chairs with writing surfaca. 

C. toad studant visibility should ba providad to instructor stand or scraan 
0* Cl iisata coniroUad and acoustically traatad. 

E* Lights for nota taking whi la watching flln or T*V. 

'Vi ' • ' ' L .••Mi-'-''; t 
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STUDENT PERSQNN;^L 



SERVICES 



I. fHiLOSOPHY 



A. Purpottt 

1. Studtnt Fortdfiridl Strvictt are designed to promote the Mell-being, self 
esteem end total development of the individual student by suppt^^menting 
and supportinifi the academic processes. 

2. Student PersOiUiel Services have the specific purpose of rendering special- 
ized assistance to individual student members of the faculty and adminis- 
tration and to the community at large. 

3. Student Personnel Services are administratively divided into two areas: 

a. Counseling Services include all services related to helping sludents 
achieve individual success and personal development. Counselors will, 
In most cases, be working with students on an individual basis. These 
services will include academic counseling, clinical services, and such 
related and supporting services as deemed necessary. The effectiveness 
of counseling services will be measured by the extent to which the 
individual needs of students have been met. 

b. Student Services include the extra-curricular activities and services 
which are designed to enrich the total college environment and support 
the academic program by providing opportunities for students to parti- 
cipate in creative expressions of individual interests «nd ability. 
In addition to the student activities and organizations, emphasis will 
be given to the other services such as vocatWinal placement and health 
facilities which contribute to student welfare.'' 

4. The Dean of Students is the chief admi n i strator of Student Personnel 
Services. He will be assisted by the Director of Counseling Services 
and the Director of Student Services. 



B. Objectives 



i. The major objective of counseling is to meet the needs of the students of 
Polk Junior College. On a bread general basis these needs may be classi- 
fied as having to do with academic problems, social adjustment and extra- 
curricular activities, financial concerns, vocational planning end per- 
sonal fulfillment. It is the feeling of the counselors that the environment 
of the Counseling Center will contribute significantly to the success of 
the counseling program. The student should feel welcome and comfortable 
when he enters and waits in the center. This feeling of well-being should 
be further strengthened as the student enters the counseling relationship on 
a personal basis in an office that is both comfortable and private. 

a. To*asslst the student in determining the academic program of study 
most beneficial for him to pursue. 

b. To enable the student to acceptably handle the academic work load 
through the improvement of speech, hearing, reading, and study habits. 

c. TO give the student individual i:<ed help with any pOvrsonal, educational, 
vocational or social problems thrit may arise. 
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d. To impi iment e Testing Program o<<bigned to objectively measure the 
abilities, aptitudes, interests, and maturity of each student so that 
he may >^stter achieve an education tC‘ meet his need's. 
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•. To astitt tho oaady, hifh-aMlity studant ia aacurins financial help 
to coaplata hia education. 

f. To aaaiat the atudent in vocational exploration. 

2. it la the objective of Student Servicea to provide aaple opportun itiaa, 
ataff and facMltiea for a broad experience of col lege life including the 
opportunity of aelf governaent and reaponaibla participation in the 
collage coaaunity. 

a. To provide facilitiaa for all-caapua activitiea, aa well aa aaall group 
extra-curricular activitiaa. 

f*. ^ 

b. To provide opportun Itiea for inforaal reading and aocial activitiea 
auch aa cardan Chatting» listening to auaic, televialon, etc. 

c. To provide apecific and adequate aupervision for the work of the 
Student Sovernaent Aaaociation. 

d. To provide auperviaion for thw production rf the college newapaper, 
annual and literary aagazine. 

e. To provide auperviaion for health aervicea including firat aid. 
eaergency care and exaaination. 

f. To* provide for job placeaent aervicea. 

II. iNSTRUCTIONAL PROeKAM 

A. Counseling Prograa 

die 

1. Pre-College Counsel ing: 

Polk Junior College shall encourage visits by high school students and 
their parents. It is hoped that the Counseling Center aay be regarded by 
students and future students alike aa an area where they May seek help 
and feel that this help will be given aa fully as possible. 

2. Housing: 

Polk Junior College will follow the policy of Most of the other junior 
colloges of the state in assuMing no responsibility toward the housing of 
students. However, the college will Make every effort to cooperate with 
the students and the residents in Making all possible infoniation regard- 
ing housing available to the students. This inforMstion will be Made 
available through the Counseling Center. 

3. Testing: 

Counseling is concerned with the.Msking of choices with the individual's 
search for an answer to the question, "What shall I do?" When these 
choices involve decisions about education and career, an iMportant part of 
the inforoation about the student often cooes froM an analysis of his 
perforMance on standardized tests. Every counselor working In this area 
neada to be thoroughly grounded in the baiHc Jirinciples of Mental oeasure- 
Msnt and thoroughly faMlliar with a nuMbir orihe More coMMonly used tests. 

H. Pinahelal Aid: 

Financial aids will be available In the fons of loans, scholarships and 



•tsittantshipt. Thasa wHI ba aval labia through a cantral coMHittee and 
will raqu^''a aaveral files for recordst infofnation and publicity Materials* 
A bulletin board would be helpful In thin general area for publicity. 



5. t^laceaent: 



Placaaent in the junior college will ordinarily be handled through the 
individual departMents and professors* However* there will be a central 
person to coordinate the work of all the departisents, and keep a record of 
students. This will Mean a seal I filing sys tea, perhaps a Rolodex. 



6. Activities: 



Extracurr icular and group activities will take place wherever they May 
best b% housed. Depending on the type of activities, the groups nay 
meet in classrooms, lounges or conference rooMs. Therc^ will again be 
someone whose responsibility it is to keep a calendar of such meetings, so 
that there will not be schedule conflicts. This should require no extra 
space. 



B. Instructional Program 



I. Orientation 



The orientation program is the responsibility of the Student. Personnel 
Services. This program must be taken by all entering freshmen. Even 
though it is desirable to have small classes, these classes may be taught 
in large groups of fifty or more students. The regular instructional 
classrooms may be used for this program. The classrooms do not need 
to be adjacent to the Counseling Center. 



2. Activities 



Each Orientation program will be taught by several counselors. Each 
counselor will have instructional responsibilities toward each of t he 
Orientation classes. Many of the counselors will use recordings, film- 
strips, films and closed circuit TV in their teaching. The instructional 
classroom should be a learning laboratory where any subject may be taught. 



3. Grouping 



There will be no grouping of the students within the large Orientation 
classes. Students will be referred to the Counseling Center for further 
counseling in small group* vh an individual basis. 



4. Enrollment Projection for 5,000 FTE 



There will be approximately 3,000 students enrolled in the Orientation 
classes when enrollment reaches 5,000 FTE. 



ill. SPACES OR AREAS OR ROOMS 

A. Spaces - part of the Counseling Center 



1. Reception Room 



A wait ing^recept ion-secretarial area to accommodate twenty students 
and three clerical workers, student personnel records and housing 
information. Seating accommodations should be available for twenty 
students waiting to see ceunselors. 
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b* It will be neceteery to heve eufficient filing coblnett to eccoMiodete 
the personnel files of approx i»ete I y twenty thou’saiul students* 

c. This waiting rooiR should be a coefortible, hoMoliks crea, carpeted, 
with aria chairs and magazines. 

2* Counseling Offices 

a. One counselor per 245 full time equivalent students Is reccommended, 
each of these counselors should have a private working space for 
student conferences. 

b. These twenty offices should be well lighted, carpeted and attractive. 
They should have at least one wiriow, and contafin a desk, a comfortable 
swivel desk chair, a second comfortable chair for the student and at 
least one upholstered straight chair for a second student cr parent. 

3. Clinic Area - two separate areas 

a. Reading Cl in ic 

(1) This area should consist of a room that will be used only for 
reading deve’opment. In this area will be housed machines and 
use use of students on an individual basis* 

(2) This area will contain ten booths of the type used in language 
laboratories. Kach booth shall be approximately three by five 
feet. This space will provide for a booth and a chair for the 
student. Controlled readers will be used in these booths. An 
area approx i«saieiy fifteen by twenty-five feet should be of 
sufficient size to accommodate library type tables aid chairs for 
twenty students* This area shoulc vbe well lighted and attractive. 
It will used as a laboratory and as a cllassroom. 

(3) One ufall should contain open bookshelves. There should be storage 
clostift or cabinets to house ten ssiall machines of film strip 
projector size (Controlled readers. ) There should be space to 
hold three machines of f.?»« projector size, 

(4) A small office for the director of the Reading Clinic shot Id be 
located in the reading area. 

b. Hulti-use Cl in ic 



This area should consist of a room that may be very flexible In use. 
It may be used as a small classroom for groups meeting for group 
counseling. It may be used for a speech, hearing or other clinical 
activity. This area should be well lighted and attractive. It is 
recommended that it contain approximately the same shelving and 
storage facilities as the reading clinic. 

4. Testing Room 

A testing room for fifty students with provision for a writing area for 
each student, also a locked storage space tor testing equipment. ^ A 
pmall offiee for the director of testing should be Tocated in the testing 
area, ttils office should have an entrance apart from the testing room 
and sho'ild be soundproof. A viewing window should be incorporated between 
the office and the testing rotyp. This will enable the director of testing 
to ohserve the students bOing tested and consult about other tests, 
app'^intments or results of tests* 



5* Conftrenc« Area 

The area should he provided with a pri/ate conference area where counselors 
or other groups nay neet. This area should be carpeted and attractive. 
There should be provision for seating for a group of approxiMtely twenty- 
five around a conference table. 

6. Display 

A display bulletin board should be placed in the waiting rooa, for display 
of inforwation. Atfractive well lighted glass encased approxieateiy four 
by eight feet in sik^e. 

7. Aestroons (separate facilities for students end counselors) 

B. Room for Vocational Guidance Infomation, approxinately 10 x 12 ft. 
Furnituret Equipment and Instructional Materials: 

1. Reception Room 

a. Arm chairs for seating 20 students 

b. Desks for three clerical workers 

c. Carpeting 

2. Counsel fng Off ices 

a. Desk 

b. Carpeting 

c. Comfortable chair 

d. Comfortable chair for student 

e. Several upholstered straight chairs 

f. Typewriter desk 

3. Reading Clinic 

a. Library-type tables 

b. Straight chairs 

c. Language lab booths 

d. Bookcases 

e. Blackboard 

f. File cabinets 

R. Multi-use clinic 

a. Library-type chairs 

b. Straight chairs 
c* Bookcases 

d. Blackboard 

S. Testing Room 

a. individual desks for fifty studet>ts 

b. Desk and chair for office 

c. Fil ing cabinpts for printed materials 

4 

B. Conference Area 

a. Table for group of twenty-five 

b. Straight chairs 

c. Carpeting 
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7. Vocational tuldanc* InforMtton Ro«i 

a* One taOlo anO alx chalrt 

0. fradoainatoly atorage 

C. EnvironMnt - hoMlika and attractive with uahoUtered chai re, carpeting and 
green plants. 

D. Utilities 

i. Sliaate centre led throughout 

2* Conference and clinic areas eguipped with electrical outlets 
3. Veil lighted throughout 

STOilAOE 

A. Reception Roc* 

Sufficient filing cabinets to accowodate personnel fsles on twenty thousand 
students. 

B. Counsel ing Off ices 

1. File cabinet 

2. iookshijilves for 200 books 

C. Clinics 

1. Reading Cl inic 

a. Bookshelves for 1,500 books 

b. Space for storage of ten filn strip Machines 

c. Five, four-drawer file cabinets 

2. Multi-use Cl inic 

a. Bookshelves for 500 books 

b. Closet for equipaent storage 

c. One file cabinet 

3. Testing Room - two locked, four-drawer files. 

q. Vocational Guidance (nforaation 

s. Shelves for 1,000 books 

I/. Six four-drawer file cabinets 

. RELATION TO OTHER AREAS AND ACTIVITIES 

Student Personnel Services should be loc-ited in the student cenitr. 



a 
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FACULTY WORK AREA 

I. 

A. fufpotct 

The design dt the office for each aeaber of t!^e faculty of f*dlk Junior College 
should contribute to his effectiveness as a teacher in his field. This 
design should help to contribute to the production of ideas for the faculty 
iseeber. it should illustrate the desire of the teacher to help provide 
society with an enlightened, well-tra!nsdi, Matute citizen. 

B. Objectives 

This design of office should also provide an atsAsphere in which the teacher 
■ay lead a student to cultivate his own ideas in appreciation of his culture. 
Ultisiately, this design should offer private, adequate, quiet, attractive 
surroundings for study, lesson preparation, adMinistrative duties and student 
counseiing. 

t. SPACES AND AREAS OR ROOMS 

A. Functions ^ Activities of Teachers 

1. Study and preparation (reading, writing, drawing) 

2. Grading and recordiing 

3. Counseling and tuf^ring students 

U. Coordinating and consulting with other faculty ise«btrs 

5. Filing and recording 

6. Correspondence and reports 

B. Furniture and Equipsient 
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1. Forty linear feet of open, one foot deep, adjustable shelving for books 

2. Double pedestal desk with Yale type locks 

3. Padded swivel desk chair 

■I. Two or three straight padded chairs 

5. Two four-drawer filing cabinets 

6. Acoustically treated Material 

7. "Diffused fluorescent lighting (blue daylight bulbsjsuff icient for desk work 
B. Door with lock 
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C. EnvironMent 

it is planned that there will be separate offices for each of the anticipated 
two hundred thirty-five (235) faculty ■OMbers. Faculty offices should be 
adjacent to the offices of their depart«ent heads. Faculty offices should 
also be located, where possible, in the saae building as their classroo«s or 
teacii'ing areas. Included should be: 

1 . Tenperature control 

2. Acoustically treated aster iai 

3. Window, if outside wall! 

%. Dignified finish and coJor 










D. Utilities 

1. Two electrical outlets [liO V.) 

2. Telephone outlet 

3. Intercon with Departaent Head 
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III. Division AREA OFvICE 

A. Divition Cli«lr<MR't Offlc* Area 

■ ii . ■ ' 

Tha Slvlaloficliai rain' a sal ahaulS contlal cf hit afflta^^ an off lea for a 
aaoratary, ataSant half ^tai a aaaitni rooa eantalnlnf a confartnea 

tab? a to taat aheat twanty '' 

I. Daaaftaant Maad't Offiea Araa 

Tho daaortaant hoad'a offica arat should conaiat of hla offica, an offica for 
a daanrtaant aacratOry, atudafi' Hala ataff and a •aatlng room containing a 
confaranca tahia to aaat ahots. tManty faraona. 

I. Functiona and Activit^aa 

a. Corraapondanco ^ mM aarvica 
h. Filing (aacur.ty of toata) 

c. Ninoograph typing 

d. tupanl'ia^yn ^f two atvdant aaaiatanta 

a. ?hona r .M aarvica for faculty 

f. Offir> auppliaa (coffaa) 

£. Faf Jty appointaanta and viaitora 

h. ‘^.larao'fau raproduction 

i. Machina grading of taaia 

Fdrnitura and Eguipaant 

a. Thraa daaka with typawritara and chaira 

b. Two fila cabinata (lagal aiza, with locka) 

c. Dictaphona 

d. Vail clock 

•. Mail boxaa for faculty 

S. Enviromaont 

a. Controlled tanparatura 

b. Soundproofing and wall-to-wall carpoting 

c. Raading laval lighting 

a. Utiiitiaa 

a. Elactrical outlata (ilO v, four pluga, tight foot apacing) 

b. Talaphona outlet. 

C. The faculty waahrooai facilitiaa ahould be available on each floor and aaparata 
fron and not available to the atudant body. 

IV. RElATIONSHIf WITHIN THE SPACE DR AREA 

In addition to aubjacta that do not raguira araaa or arrangananta, auch aa English, 
Mthanatics, social studios and businaaa adsiinistration, thara are those that call 
for special consideration. For those special aubjacta rafaranca should be nada 
to the facilities planning reports frosi the following divisions. 

A. CouRsat ing Cantor 

Should be located, arranged and aguipptd aa noted in raguirasMnts report; 
Area of Instruction. Offices are naad^ for twanty (20) faculty swabars. 



I. Urtguftf* tnd Find Arts Division 

l« (Iffict for chftirMn of Unguago and Fina Arts Division 

2. Offices for darartMnt haads of English > spaach, huaanitias and Modarn 
languages (^) 

3. Offices for thf foil owing profassors: 

English and spaach: Thirty-fiva (35) 
b. huMsnitias 

(1) Fine Art: fiva off leas (5) 

(2) Languagac: fiva (5) 

(3) two standard typa officas Four studio typa offices as das- 
cribad in Music Mi C 

C. Library Division 

Provide office faciMtias for present and projected staff of six as required 

for the kuibrary building outi injd in Library Specifications Report. 

0. Physical Et^ucaiion Division 

1. Office for Division ChairaSn 

2 . Office for Athletic Director 

3. Departaent Head Office 

ID offices for faculty of eighteen (ID) 

E. Exact Science Division 

1. Offices for the chairnan and heads of the following departaents: aathe- 
aatics, physics, cheaistry and biology. 

2. This division has need for particular arrangeaent of offices in relation 
to location of classrooas, laboratories and prep rooas. Sixteen offices 
near cl assrooas, fourteen (ID) offices near 1 aboratories. Additional 
offices are needed for twenty (20) aatheaatics professors. 

Ft Social Science Division 

1. Office for chairaan and the following departaent heads: history, psy- 

chology, sociology and business adainistration. 

2. Estiaated total faculty requireaent is forty-five (H5). 

0. Technical Education 

i« Special faculty offices and arrangeaents for the business education de- 
partaent outlines in their report. Five (5) offices to satisfy the 
needs for business education departaent. 

2. Individual specifications froa each of the following departaents: Engi- 

neering, Citrus, Data Processing, Electronic Technology. Sixteen (16) 
offices to satiSy the needs of these departaents. 

. Nursing Division 

1. Office for chairiian 

2. Office for departaent head 

Sk Offices for ten (lO) additional faculty aeabers. 
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LIBRARY 



I. fNllOSOPNY 
A. hirfiosM 

In knnpini witA th# in#nlt of tho junior 0011090 In Its Aroporntlon for 
onllfAtaont of Iti oltUont, t,.« library Mat aarvo at tka Intol tactual hub 
of tho loam Ini contar, Thia huh Mat bo to tho citizon a ylaco for atorago 
of loforMtlon, a aor^fice to 4iaporaa Infonaatlon and an ancouragoMnt to uao 
thIa atorod Inforoation for aaair/. iatlon. Tho Mro citizona tho library 
inf 1 uoneoa» tho troator tho achiovooont. 

I. Objoctivoa 

1. in ordor to fulfill ita philoaoghy tho library ouat atrivo to aocuro tho 
vory boat aa noil aa tho Mat rocont foroa of atorod knowlodgo. 

2 . Thon, tho library ouat Introduco tho atudont to tho atorod inforoatlon 
and hio hoM to find thia Mtorial Mat oxpo^iontly. 

S. In further koeping with tho philoaophy of tho library, tho ataff of tha 
library and tho inatructional poraonnol of tho collogo Mat work cloaoly 
togothor io augaont tho curriculua. 

1. Mo(d inportantly the library ataff ouat encourage tho individual to 
purauo further acguiaition of know 1 odgo« 

II. CIICUIATION AREA 

A. Spaco Allocation 

U At loaat 2CO ag. ft. ahouid bo avaMablo for charge doak and apaco behind 
thia. Tho charge area ahouid have a doorway loading to tho atacka and a 
work area. 

2 . Tho work area ahouid bo froo atanding aholvoa and tabloa. 

1. Nearby sight bo an inforMi reading area for reading and waiting, 
g. Circulation librarian office nearby. 

i. Storage 

1. Charge doak approxisatoly 20 foot long - doaignod for library chargoa. 

2. At loaat 1 book trucka (sotal) ISA (Oaylord) 

3. Librarian high chaira for working. 

Sr Files for booka charged. 

5. Throe work tabloa, (30 x 60) with chaira. 

6 . Throe hundred linear foot of free atanding aholving, 10 inches deep. 

7. Typewriter and Mvablo desk. 

C. Rolationahips within the space or area 

I 

1. This area is to bo a check-out arta. It is boat to have at least a 
glassed area whore strict guiot is not necessary. 

2. This area should bo near tho exit so that it sight control parsons leaving 
tho building. Further inside tho building would bo tho public oievators 
and other areas of the library. 

3. Tho circulation doak with its staff offices, perhaps tho busiest station 
in tho library, whould bo placed near tho Min entrance and adjacent to a 
doorway loading to the fosorvo reading roos. This doorway could also load 
to tho aholving area for tho rosorvo roos. lookatacks and reading spaces 
should bo located to tho roar of the circulation dopartsont and tho 
rosorvo reading roos. 

g. AM saiorials will bo chocked out hero and returned hero. 

6 . Finos and notices of overdue Mtorials will bo controlled hero. 
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III. lEFEREIICC AREA 



A. Space Allocation 

Roar the circulation dopartaont should bo the refaranca dapartiiiant with its 
sarvica dash and officas. latwaan circulation and rafaranca dapartaant 
should ba tha cprd catalog cabinats. Of’coursa, tha rafaranca collect ion 
should ba in close proxiaity to the rafaranca desk. Opening to this area, 
yet not vislbla to tha public aya^ should ba tha technical procasding division: 
order, catalog and serials. A shipping and receiving rooa should ba located 
to the rear of the building off tha technical processing area. A freight and 
staff elevator and staff stairway should ba near technical proctssing. 

1. Seating for as aany as possible in this area Thera should ba a controlled 
exit or at least supervision nearby. 12,250 sg. ft. (seating >150) 

2. An office for rafaranca librarian 

3. A desk available for supervision 

g. Rooa for aicro-raading and for storage. Tables at^d chairs. 500 sq. ft. 

5. Typing rooa for student typing, glass enclosed for control and quietness. 
Tan typing tables and chairs. 500 sq. ft. 

6. Stack area to care for i5,000 voluaas. i,000 sq. ft. 

7. Area for iO legal size, % drawer cabinats for vertical file. 

8. Shelf list cabinet for vertical file and for rafaranca. 

B. Equipaant 

|. 15 drawer card catalog. Cabinats and base (16") 

2. 10 legal size 4 drawer files for vertical file 

3. Microfila printer one table and chair 

g. Microfila reader two tables and chair. These can be in area glass sur- 
rounded for control yet in an area that could be darkened for reading. 

5. Storage for aicrofila cabinets 3 x 12 feet 

6. Waist high shelving for ready reference: iOO linear feet adjustable shel- 

ving 

7. Fifty tables for two readers (gC” x 36" x 29") and 100 chairs seating 100 
students 

8. 75 tables for g readers (36" x 60" x 29") seating 350 students 

9. Two areas for inforaal reading with rug and inforaal furniture. 250 sq. 
ft. each 

C. Relationships within the space or area 

|. A ready reference area should be provided for tight control of reference 
books. 

2. The room should be completely surrounded by stacks for reference books. 

3. Quiet should be aaintained as auch as possible, through location and 
through the use4 of sound absorbing aaterials. 

*4. Xerox available for cepying materials not to be taken from the library. 

This equipment should be shielded to be as quiet as possible. 

5. Card catalog should be adjacent. 

IV. AUDIO VISUAL AREA 

A. Space Allocation 

1. Office for AV supervision 200 sq. ft. 

2. Store rooa - for equipment 

3. A previewing room to seat at least 35 students 800 sq. ft. 

0 . Equipment 
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1. Oft^tlrtjMtor 

2. suit im} n\m sir If projector 
I. CffU 

I. Serooiit 

6. Movit projoctor 

6 . Ttpo focordors 

7. Storoo 

8. Rocord PUyors 

9< PvorhoW projector 
10 T7 rocoivor 



e 

18 

fio 

19 
10 

20 
5 

to 

20 

8 



C. Rolationshtps within tho space or area 



1. To store all AV oatarials as wall as to repair and raplaca Materials. 

2. Rear exit for easy access. 

3. Attached or near should be a sound-proof listanir-'g rooM for records, 



tapes and Music. 

8. Cabinet areas for storage of Urge eguipMent as well as table top werx 



The library should have one Main entrance and exit since the open stack systsM 
will be eMployed. Materials could be checked and controlled with the one 
exit. EMergency exits Could be planned as necessary. 



It is desired that the large public services area on Main floor be as open 
as possible with few, if any, coIumos. The bookutacks should be steel, 
frees Unding stacks, 7i feet standing % feet 8 inches to 8 feet 6 inches on 
c'^nt'ir. Bookstacks and reading spaces should have ceiling of 8 feet. The 
ceiling should be of an acoustical Material attractively placed and it May be 
used on walls in area of heavy xfftc. The floor on the entrance May be 
torraxzo with safety treads where eded. All reading areas and ll»ookstacks 
should have floors of rubber tile, though consideration would bn given to 
uso of carpet in certain areas. All floors which are used by the staff should 
be of cork and restrooM floors of terraxzo. Walls in general May be plastic 
with soMe attractive uses of washable plastic. 



The library should be coMpletely cliMate controlled with adequate lighting. 



A browsing reeding rooM would be for InforMal ret\ding. Thiis could be arringed 
sits a casual and recreational reading area, if possible, this could be prepared 
to allow iMoking. It could be carpeted and have coMfortable casual chairs. 



V. SEMINAR ROOM - 1,000 sq. ft. divisible, used for inforeal conferences. 



|. Olackboards on opposite walls 

2. Chairs 

3. 2 speakers stands 

8. 2 tables 

S. Folding doors to divide into 2 sections 



areas are needed. 



Equipaent 



VI. TECHNICAL PROCESS I NO AREA 
A. Space Allocation 



I. Catalog 

a. Librarian office (100 i»q. ft.) 

b. Clerk typist (2) (lOO uq. ft. each) 

c. Student assistand (200 sq. ft.) 
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d. S60 liMtr fMt for holding books to bo cototogod (ISO sg. ft.) 

0 . 120 linosr foot for bolding U cotoldg book«. With ISO sUntod 
•bolvos in front for work sgoco (00 sg* ft.) 

f. 3bo1f list - cstslog troys - % sootions (88’' x 7") (II s?. ft.) 

g. 3olin typOMritsr snd work sroa (II sg. ft/) 

;t ' 

2. Acguioition 

a. MOrarion offics 100 sg. ft. 

b. (lark typist (2) iOO sg. ft. sach 

c. Stiidsnt assistant 200 sg. ft. 

d. Filos and work arsa 860 sg. ft. 

0. 611 on whools 26 sg. ft. 

8. Eguipnont 
i. Catalog 

a. Librarian offics • dssk, chair, fils, bookcass, wastsbaskst, sxtra 
chair, ons natal book truck 180 

b. Clark typist (2 of sach) » typing dssk, slsctric typswritor, wasts- 
baskst, chair, natal book truck 180 

c. Studsnt assistants - i dosk, i chair, I wastobaskst and i netal 
truck 

d. 360 linsar fast of shsiving (adjacont) for books to bo catalogsd 

0. 120 linsar foot for holding Library of Congress card books, with 
slanted table attached in front 

f. Card catalog shelf list. Twelve-fifteen drawer (33" x 17”) file and 
four bases (16”). 

g. Five extra chairs 

h. Typewriter and table 

1. Selin typewriter and vulcanizer, table and chair 



2. Acquisition 

a. 

b. 



c. 

d. 

e. 



Librarian Office - desk, chair, file, bookcase, wastebasket, extra 
chair, ohe netai book truck ISO 

Clerk typist (2 of each) - typing desk, electric typewriter, waste- 
basket, chair, netal book truck #80 

Student assistants - i desk, ! chair, I wastebasket and I netal truck 
Typewriter on novable table and chair 
C8I on wheels and chair 



3. Relationships within the space or area 

a. This area shall receive all new naterials 

b. It should be the duty of those working 
naterials for circulation or for use 

c. This is planned for staff work area 

d. Individual work will be the node 



n this area to prepare all 



VII. RESERVE AREA 

A. Space Allocation 



Charging Area 


too sq. ft. 


Shelving 


16 sq. ft. 


Seating at 00 tables (0 persons) 


1, 120 sq. ft.^^ 



8 . Eguipnent 

I. Charge desk, snatl 6x8 

2* Typewriter (nanual), typewriter desk and chair 

. -, 20 ^' . 
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t* NMt«lNltktt 

%. FiUt f«r rtttrv* e«NI» 

Sii Tkktt for lioltfliif rotorvt tUtt 
t. iliolvinf too IlMor foot for i»000 rttorvo kookt 
7. tw itkiot, r oom t W** kiik lp§ ekolrt 
t. look trvek i 



Chorio tfttk for rotorvo kookt thooltf ko rifht at tka axit of tha rasarva 
kook rooo with oaly coo axIt for aiadorta 
Shoali ka naar Nfaraoca roo«» olrealation daik 



€• taUtiOfiakloa witkin tka «hco or aroa 
* I. 

2. 

VIII. SEIIALS AREA 

A. tRica Allocation 

1. LIkrarian offica 

2. Ordar dark typist 

3. Acouisition dark typist 
k. Studant assistant 

5. Shalving for pariodicals 

6. Filas - shalf list and chack 

7. Paophlat kinding and rapairs 

8. Four linos for chock in f33" x 17'^ x 4*) 

9. Work desk (Msist high) for paophlat binding with 

Ratarials undarnaath 

10. Shaiving in stack foro for 2,000 voluoas 

11. Seating for IISO at four raudar tablas 

12. Fiva casual spots (seating 20 people) 



in 



100 


•k« 


ft. 


iOO 


•g. 


ft. 


ICO 


sg. 


ft. 


200 


sg. 


ft. 


180 


sg. 


ft. 


iOO 


M- 


ft. 


SO 


sg. 


ft. 


iO 


sg. 


ft. 


8,7S0 


sg. 


ft. 


700 


sg. 


ft. 



I. EguipMont 
I. 



2 . 



3 II 

k. 

5. 

6. 

7. 

8. 

9. 

10 . 

II. 



Ordar librarian - desk, chair, file, bookcase, wastabaskat, extra chair, 
natal truck Ik2 

Clark typist (2 of each) typing desk, electric typewriter, wastabaskat, 
chair, natal truck Ik2 

Studant assistants - desk, chair, wastabaskat, truck Ik2 
Typewriter (nanual) and novaabla desk and chair 
Shalving k80 1 inter feat shalving 
Filas two IS drawer card filas for shalf list 

Visible filas for check in - each tray holds 80 entries, SO trays, k tops 
and bottons 

Work desk (waist high) with natarials stored undarnaath 6* x 10' high chair 
One flat b<^ truck us^ for binding 2k" x k8" 

Eight tables, four reader rectangle 38" x 60" x 29" high 3S0 chairs 



C. 



Fiva round tablas k8" diamtar 29 " high 20 chairs 

Relationship within tha space or area 

The serials dapartnant can be naar stacks, but should have large area for 
storaga. This storage will be used for volunas of nagazinas awaiting nissing 
Usuas. Also atoraga will be used for boxes and natarials for bindery. 

IX. FU8f.lC AREA 

A. Space Allocation 

1. Card catalog six 80 drawer files » 80" x kl" x 18" ISO sg. ft. 

2. Space 'Should be allowed between card catalog so that waist high tablas 
night be uiad 
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S« Dit|l«y €•••• “ 2 tach - 10 tf. ft> 

B. E^uipMnt 

I. Six 80 driMMir card catalof (80" x 81" x 18") 8 baaa atiaehad 

2> Four tablas 30" x 80" waist hith with stools on aithar sida 

3.. Two glass tabla casas. Display lightad 

8. Two built 8* X 8' lightad bulletin boards facing outs Ida on aithar sida of 
antranca door 

5. Two 8* X 8* cork bulletin board with glass doors wall placed in library 

8. Uncovered 8’ x 8* bu Hat in board ih staff area for posted natarials 

7. One saall 2' x 2* bulletin board in staff lounge 

0. Relationships within the space or area 

i. The card catalog should be near the rafaranca and the order dapartaants 
and near entrances 

2> Display areas are to be used to show attractively designed advert isaaants 
of library holdings. One should be located near exits and visible froa 
inside and outside. 

X. STAFF AREA 

A. Space Allocation 



1. Director of library *8* ff- 

2. Assistant to Director of Library 200 sq. ft. 

3. Three division heads 300 sq. ft. 

8. Rare book colIcctJcn 500 sq. ft. 

5. Staff lounge 300 sq. ft. 

8. Receiving and shipping - outside entrance, supply rooa 

7. Conference rooa 300 sq. ft. 



8. Equipaent 

1. Deek, chair, file, six extra chairs, wastebasket, typewriter and table 

2. Typewriter desk, electric typewriter, files, two legal files, supply 
cabinet, six extra chairs 

3. Wash basin near each work area 

8. Informal furniture. Kitchen compact If possible (refrigerator and stove 
and cabinet). 

5. Two conference tables with 20 chairs. Bookcases all around the rooa 
8. Three division heads-off ices, desk, chair, wastebasket, file, 300 sq. ft. 

7. Supply rooa^shelvlng 300 linear feot (floor to ceiling). Adjacent to 
work tables 3x8 with supplies for wrapping and nailing, underneath 

8, Receiving and shipping - two book trucks flat shelves. Work table and 
100 linear feet shelving, extra wide 15" - 18" bottom shelves. 

C. Relationships within th* space or area 

1. The staff should be located as near the things they work with as possible, 

yet near enough for administrative consultation as needed. 

2. the staff when the library Is not open to the public, 

so the staff area should be climate controlled to be usable without 
heating or cooling the entire library. 

3. Staff area should have wash basins readily accessible In all work areas. 

8. Staff lounge should be accessible to the entire ataff. 

S. Director of Library, Assistant to Director of Library and three division 
heads epn be placed near those they work with or they may be central iaed 

in one office area. - 

8. Closed shelf collection should be carpeted, curtains, ^ok shelving very 

nice (conference room). 
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FIrtt floor 

Off icot, roforonco^ iilcrof ll«, broi^tlng, rooorvo, oudio-vioutl , clrcuUtloii, r«ttroo»t. 
lUtonifif Md ditpUy, Moohbotin noor oUff work roo«$, drlftklng fountoln, jonitoriol 
olotott oitd otoroiot yonding Mchinot. 

Socofid and Third floors 

StMits, poriodicolr, raro books, docuoanta, napa, rapair, dls^ilay, typing rooas, 
confardisso rooM, carrals, faculty atudy roo#a, staff and student lounges, staff 
rostrooas, Maab basin near staff work area, drinking fountain, janitorial closets 
and atorage. 

If at all possible, a building that has two levels of entrance. First floor could 
be entered froo one side, building and the second entrance could be on the second 
floor. 

Audio-visual, listening, classroom, shipping and receiving (below classification and 
and cataloging on floor above), janitorial area, mechanical area, restrooms, vending 
machines, wash basin near staff work rooms. 

Second floor 

Offices, reference, browsing, reserve, circulation, display, drinking fountain, 
restrooms, wash basin near staff work rooms. 



Third floor 

Stacks, perlodi«cls« rare books, documents, naps, repair, display, typing rooms, 
conference rooms, carrels, faculty study rooms, staff lounges, restrooms. 



. 
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BOOKSTORE 

I. PHILOSOfHY 
A. 

1. Th# €otl«g« bookstor* facility Mill offer for tale all textbooks, refer- 
ance ^ka and trade books, supplies, suppltiientary materials and geneial 
materials necessary for academic Mork in all programs of the College. 

2. The bookstore Mill stock various general merchandise items, as required by 

the college. » i / 

i. Objectives 

To adequately serve the needs of Ihe students and faculty 
1 1 . SPACE OR AREAS 



Main shopping area - 2800 square feet 
Storage and receiving area - 2000 square feet 
Manager's office - 100 square feet 
Restrooms 

Small loading and receiving platform - approximately 50 square feet 
Self-serving shopping concept will be in effect 
u* Furniture and Equipment 

1. Thr« lock-t.p. $• , 3' X 3', Hith .(..Ivlng 

2. One check-out counter, equipped Mith cash reg i s ter, change machine and add- 
ing machine 

3. Five display "islands" of the type used in commercial bookstores 

q. Outside the bookstore open-faced locker storage space should be provided 
for 50 students to place their books, etc., before entering store. No 
parcels, books, etc., to be brought into store. 

H . Env i ronment 

1. Climate controlled 

2. Well-lighted 
i. Utilities 

Electrical Mall and floor plugs throughout 
m. STORAGE 

A. All outside Malls should have adjustable shelving of metal types not exceeding 
8 feet in height and 12 inches in depth 

8. Shelving on main shopping area should consist of either the islands or adiust- 
able shelving 

C. Shelving should be designed to hold 5,000 volumes 
V. RELATIONSHIP WITHIN THE SPACE OR AREA 

The bookstore should be placed in the stuc it center 
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CLINIC 



I. PtilLOSOPHY 
A* PiirpoMi 

To provido Minor Mdicat and first aid to t^e studants and staff of tha col lego. 
B. Objactivas 

i. Adiiinistar first aid as naadad 

2> To provide haalth sarvicas to studants during school hours only 

S> To SHika literatura and advica availablt to studants as a pravontiva 

ntasurt to any health daterrant. 

II. SUV ICE CENTER 

A. Haalth records for ;>iudenics will be maintained in the clinic 

B. First aid and non-prescription drugs will be administered by the nurse 

C. Personnel 

1. A registered nurse on duty during school functions 

2. A secretary 

III. SPACES OR ROOMS 

A. Two rooms equipped with four hospital beds, side tablet and chairs. 

B. A recaption room to accommodate twelve people. Six occasional chairs, two 
setcas, three side tables, three lamps, one small desk, receptionist's desk, 
chair and typewriter stand. 

C. Nurse's office (near treatment and examination room) desk^ chair and storage 
cabinet. 

0. Examination and Treatment Room - examination table, twe rr.dtal chairs, two- 
door storage c^'binets, metal table, lamp. Three complete toilet facilities 
and an additional lavatory in the examination room. 

IV. STORAGE 

A. Li len closot 

B. Storage closets 

C. One closet for two collapsible wheel chairs, heat lamps, examination lamps 

V. RELATIONSHIP WITHIN THE SPACE OR AREA 

Should be located in Physical Education facility. 
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FOOD SERVICE 



I. PHILOSOfHV 

A. fiiirpostts 

i^roptr nutrition it an assanttal part of tha 1tarnin(| procatt and tha duty of 
tha food tarvica at Polk Junior Collega it to offer tavcry, nutritiout Malt 
at a cott which ttudentt can afford. 

B. Objactivat 

To feed a Urge nuabar of ttudentt quickly and to provide pi aatanttur round ingt 
in which both ttudentt and faculty can relax. 



II. DININ6 FACILITt 

A. Activitiet 

Tha faculty and ttudentt na<« purchase tnackt and Malt on the canput and the 
facilitiet will be available for banquett given by either group. It I? alto 
rtcoflMMndad that the facilitiet be open for worthwhile coMunity g:oupt in 
order to pronote public relations and further coMunity relationt. 

B. Qroup-ing 

Approximately would eat at thit facility each day. Thit would indicate 
that the tarvica thould expect a maximum of 2,000 Malt to be terved over a 
period of approximately two hourt. With an approximate serving and feeding 
tiM of i hour per perton. 

m. SPACES, AREAS ANt ROOMS 

A. Number of Roomt 

1. One large cafeteria 

2. One faculty dining room 

3. One kitchen and preparation area 

q. Two employee rettrooms and locker facilities 

5. One ante- room and vending machine area 

6. Two student restrooms 

7. One waste and storage area for garbage cant and cartons 

S. Two shelved roomt for storage of linen, china, silver and miscellaneous 

Items 

B. Cafeteria 

1. Two lins« will be necessary with one line serving short orders and the 
other serving Mals from a steam table arrangeMnt. A figure "T" arrange- 
Mnt of the lines will be conducive to efficient serving and should be at 
the rear of the bi<i1ding adjacent to the kitchen. 

2. One serving line should be equipped with: 

a. Tray and silver area (30") 

b. Dessert table (3') 

c. Salad area, iced trays 

d. Hot food steam tables (58" x 30") and should lead Into the base or 
the "T" (used jointly by both lines) where coffee, tea, milk and 
water is rttr^ed 
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$• Urn irfftt titM ifttf ihoiild b# noodtd and ha¥t ada^uata axhauat fant. 

i|. Th« •hort-ord«r 1in« thou^cl hivt tray and aMvar araa, countar araa for 

aalada anddaanarta (I')* 

(. Counter for pUcaaont of ordort froa tha frin a^uippad aith fnfra^rad 
hood* 

6. A M" ^rMI behind tha counter adjacent to a 20” deep-fry 

7 . loth linet protected Mlth plaat aneeze fuardt and fed to the drink urea 

at which there will be two booths for cash i era 

8. At the rear o^ the hot food line, adjacent to the kitchen, there should be 

a 81” X 32” X 60” drawer-type, theraootatically controlled food heat- 
aaintainer which opens either froa the aervinf tide or the kitchen tide. 

9. |i\i1t of ttainlett tteel uted to aaintain the orderly line patting froa 
tray area to the cathier 

10. A 65 cubic foot, reach-in type, three-door refrigerator. 

C. Eating Area 




M 



j 



t . Adefuate to teat 500 tiudentt 

2. lablet durable and testing froa two to eight pertont 
Sufficient table and chairt 

8, Softly lighted, decorated artittlcally and floors of iaperviout aaterial 

D. Faculty Dining Rooa and Banguet Room 

1. To accoMModate iOO people 

2. Equipped for cntlets for Microphones and speakers 

E. Kitchen Area 

1. A toiled dish table with m guage tteel waste-disposer adjacent to three 
tank, fl ight-type dishwasi^ei' 

2. At the end of the diihv;asher a stainless^ tLeel (18 guage) receiving table 
for clean dishes 

3. A walk-in refrigerator 

8. A holding-type freezer 

5. Stainless steel pot-sinks 

6. One twc-coapartaent stainless steel eink with drainboards 

7 . Exhaust fans 
6. Floor drains 

9. Six 30" X 6’ stainless «teel work tablet 

10. Hot and cold water outfits for all sinks 

11. 220 V and 110 V eUctrictI outlets 

F. EMployees Restrooas and Locker Area 

1. Restrooas according to state regulations 

2. Lockers for uniforas and personal belongings 




Q. Restrooas for Students 

According to state regulations 
K. Ante-rooa to Cafeteria 

1. Approx iaately 700 square feqt and provided with lounge type furniture 

2. Vending isachines for soft drinks, candy, cigarettes 

3. Open shelves along one Kali for placeaent of students books 

I . Storage Area 
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Tti» tMlI ttortH rtMIt ultii tlitIvM Nj«e«nt to tho kitehon for ttorafo of 
llooiit ollvoft okloa, oU* 

J. Mioto Arti - In oc<l>Naoeo MlthlUto iooN of Hoaltk NfuUttont 
R. Off let Aroo 

Offico for otnogor oiMl •ocrotory 



IV. REUTlONSIItPI WITHIN m SPACE 0 » MEA 

Tho cofotoria abould b« locatad *n tha ttudani cantor. 
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PUBLICATIONS 

I, NiLdlOfMY 
A. NrAOMt 

T1i« |ub1ieation ar#s will aid tha collafa in ita function to nurturot aducato 
and ancouraio ita atudonta in tha undoratandinfl of thair anvironoiant. 

I. Object ivaa 

Jbla arat will ba uaad to anhanca tba total coMunication aadia. 
li. iNSTiUCTIOiAL ftOIIAN 
A. Couraaa 

JM itO (A-l) 

I. Activitiaa 

I. Collofo nawapapar 

2> Annual 

9. Literary aapazina 

C. Tiiaa Nodulaa and Schedule 

I. Nawapapor ataff aaata three tinea a weak for one hour 
2> Annual ataff haa ho aat ■aatinga, but naeta whan called 
9* Magazine office will be in uaa every day 

D> Nethoda of inatruction 

Lecture, denonatration and diacuaaion 

E. Enrol Inent 

1. Nawapapor 20-25 

2. Annual 20-25 
9. Magazine 20-25 

F. Nunber of rooaa 

1. Annual 

a. One roon NOO eg. ft, 

b. One office for editor SO ag. ft. 

c. One cloaet 20 ag. ft. 

2. Magazine 

One office iOO ag. ft. 

9. Newapaper 

a. One conference- interview roon 500 ag. ft. 

b. One layout roon 2(M> eg. ft. 

c. One darkraav 50. eg. ft. 

d. One otorage roon 200 ag. ft. 

e. One offi<;e for editor SO eg. ft, 

f . Two waahrooMa 
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rn / SPACES Ot OK ROOMS 

A. Funetkn ^ Activiti«t of Toocliort «nd Studtrtio 

I. KoMopapor - layout, ty|M artidoa, dltcuaa idtaa, criti^ut Utuoa 

2^ Annual - plan, layout, typo oitarlal, dltcuaalona 

S. Nagazint - plan, layout, dad do on p^acaa to ba uatd and rajactad 

I. Furnitura 

1. Four tablaa, 6* x S' 

2. Eight typoMritar daaba 

3. Fila cabinats - aighi four-draMor aiza 
%» Typawritara - aight 

5. Oarkrooa aqui plant for ona darkrooi 

6. TMonty-flva chaira 

7. Ona confaranca tabla with chaira for 29 paopla 

B. Fapar cut tar *achina 

9. Fapar, pancila, pana, carbon, rulara, papar cllpa, ate. 

C. Environawnt 
Cliaata control lad 

D. Utmtiaa 

1. Outlata for TV and watar 

2. Adaquata lighting 



I V. STORAOE 

A« Tan two-door atoraga cabinata 

B. Eight four-drawar fila cibinata 

C. 200 aq. ft. 

V. RfiLATiONSHiFS WITHIN SPACE OR AREA 

Tha officaa ahould ba in tha at^dant cantar. 






SOCIAL mmd RECREATION 



I. NlLOfONY 
A* Pyr^OMi 

Of^Sioirtynftiyt for tociol ond rccrootlonal activitlot tHstfid bo ovsllablo 
tbv^ygb atblotloti gaaot and boorta, tocial and hone«* ort|anlxationa« da- 
dartaantal cluba and cultural activitiaa. Tbaa# varied intaraata afford 
tlia individual a chanca to davaloo inforMlIy an onj^iyaMttt and daaira for 
alnfint, dancing, awiMing, draaatica, debating, civb laadarahip and aany 
other divaraiona Mhich give occaaional ralaaaa frow atudying and yet are 
aeaantial to a wal1«roundad educational davalopaant. 

g. Objactivaa 

1. To provide a place of raat and relaxation 

2. To provide a place for all caepua activitiaa to take place 

S. To provide an additional place for atudy a/nd readinp, diacuaalon of 

group aaaigneenta and college and club activitiaa 
g. To channel atudenta toward accepted aocial activitiaa 

il. IPACES OR AREAS OR ROOMS 

A. Televiaion viewing area SO* x 90^ 

1. Functiona 

Special eventa auch aa apace ahota, piraaideniia! addreaaea, world aeriea, 
etc., will be watched occaaionally by large nuebera of atudenta. At 

■oat other tiaea, only a aaall nuabar of atudenta will be viewing at one 

tiae. 

2. Furniture and eguipaent 

To accoaodate fifty (50) atudenta 

3. Environaent 

a. Cl iaate controlled 

b. Hoaelike ataoaphere 

g. Utmtiea 

a. Adegiiate lighting 

b. Adeguate i^!ectrlcel out lata 

g. Large Living Rooe Type Arva 

1. Renting, reading, chatting, group claaa aaaignaenta, anacking, etc. 

2. Adeguate furni thing for fifty (50) ttudentt 
S. Environaent 

a. Cl iaate controlled 

b. Hoae like 

g. Utilitiea 

a. Adeguate lighting 

b. Adeguate electrical outleta 
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ttttdfnit oftfn 4«tln tbf utt of • piano for iaprooptu Jap toMioni. 
0* tiuko box in townfiiif arta of aontor 

E. BatlFoM ai»n banpuot facilitiaa i09 x 60* 

I. Fkiiotiont 

■i„ : , 't. ■ , 

F^fHal and inforPal activitios 

2* Fuimituro and oauipnont 

To accoaodato f ivo hundrod (500) studonta 
S. Utiiitioc 

a. Adofyato oitctrical outlots and Picrophono hook-ups 

b. Loud-spaakors 

III. STOXAOE 

500 sauaro foot of storago spaco for tablos, chairs, records, act. 

IV. RELATIONSHIPS WiTHIN THE SPACE OR AREA 
Located in tho Student Canter 















STUDENT GOVERNMENT 

I. miLOIOMIY 

A. PiirAOMt 

; Td «4«:lnUt«r tli« aff«irt «n4 cctivititt of th« studont body in on offort 
to crooto 0 aort intolloctuol otaotpliort for ocodoaic ond tociol dovolopaont. 

!• Objootivoo 

I. To p met i CO the doaoemtic tytUa of povornaont 

2* To provide cooporotion botwoon students, faculty and edainistrotion 

9. To encburoge superior schoUrship 

II, PRMRAN 

A* Activities 

I. Ceapoigns 
2* Elections 
9> Hearings 

H. Trials 
5* Awards 

' !• Aroupings 

Usually ten to a hur^dred students but could include the entire student body. 

1 1 1. SPACES 

A. Offices 

I. President 

a. Approx iaately 100 sq. ft. 

b. Furnished with desk, chair, phone, filing cabinet, 2 side chairs 

2. Secretary 

a. Approaiaately 100 sq. ft. 

b. Furnished kith desk, chair, typewriter, phone, filing cabinets 

3. Court Rooa 

a. Apprex iaately HOO sq. ft. 

b. fudge's bench, five judges chairs, 20 chairs, flag and Stand 

4. Asseably Rooa 

a. Approx iaately 1:200 sq. ft . 

b. Furnished with three parlance tables and 100 chairs, this eight be 
part of recreational ares, of student center 

I. Environaent 

1. Cliaate controlled and acoustically created 

2. Should have atetsphere of court rooa • Judicious and official 

C. Utilities - Adequately lighted with wall outlets 

IV. STORAOE - providod with calitiets 

V. RELATIORSfllP iMTHtN THE SPACES « Located In the Student Center 



ENGLISH 



i. PHILOfOrHY 



A. Ptfrpottt 

To attitt tho stodont to ^dontify offoetivo tochniqi^ci tnd mothodt in conmu- 
nicaiiont, to um offoetivo tochniquot and nothodo in coMuni cot ions and to 
approciato and apply dovolopod concopta in tho broador fiold of coaaunications. 

B. Objoctivoa 

To holp atudonts acquiro coMiunicat ion akilla at a tool in undoratanding the 
onvironaont. in oxproafiing our eulturo and furthering cur ayateo of living. 

il. INSTRUCTIONAL PROORAM 

A. Couraoa 

1. Reviow couraea in baaic Engliah 

2. Freahnan English and literature couraea 

3. Creative writing couraea 

Speech couraea, e.g., public apeak ing,draMatica,argunentati on, atago craft. 

B. Activitiea 

1 . Teacher 

a. Lecture, dtscuasion, observation in claaarooo, uaing chalkboards. 
Movie and film strip projectors, recordings, E.T.V., radio. 

b. Supei’vi sior< of student writing and smoII group activity. 

c. Testing and checking student work. 

d. Displaying student work. 

e. Receptions and small group enrichment. 

2. Students 

a. Listening, discussion, observation, reading, writing, speaking, acting. 

b. Review of testa and assignments. 

c. Examinations. 

C. Grouping 

1. Conference seminar units for student stations. 

2. Classrooms providing for 20 student stations. 

3. Lecture unit for 75 to i25 students. 

D. Time Modules and Schedules 

One hundred fifty minutes per week. 



E. Methods of instruction 

1. Individual instruction 

2. Self study 

3. Committee work 
N. Seminar 

5. Conference 

6. Group discussion 
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7. Lecture 

8. DeMOiie tret ion 

9. Student perforaence 



F. Enrol Ipent Frojection for 5,000 FTE 

Sixty-five to seventy percent of the etudent body Mill be enrolled in Fresh- 
nen English, litereture end speech courses enci help courses. As aeny es 
S,000 students aey be enrolled in Freshaen English alone. 



8. Nuaber of Rooas or Speceu 
I. Clessrooas 



e. Eighteen standard clessrooas 

b. Two conference/sersiiier rooas 

c. One thoetre-type clessroom 

2. Faculty 

e. Office for Cheiraen of Lenguege end Fine Arts Division 

b. Offices for department heeds of Engl ish- speech, humenities end modern 
languages (3) 

c. Offices for the following professors: 

(1) English end speech: thirty-five (35) 

(2) Huaenities 

(e) Fine Art: five cffices (5) 

(b) Modern lengueges: five offices (5) 

(c) Music: tMO standard type offices 



HI. SPACES AND AREAS OR ROOMS 

A. Standard Classrooms (tMenty-six) 

I. Functions Activities of Teachers and Students 



a. General classroom for the English area 

b. Eighteen for the English and Speech Department 

c. A aaxiaua of twenty students will use this space at any one time 

2. Furniture, Equipment and Instructional Materials 



a. Desk units 



(1) Straight-back, wooden chair 

(2) Separate wooden table type desk with storage shelf, 
surface about twenty inches by twenty-six inches. 

b. Large, portable, instructor's floor standing lectern 

c. Chalkboard 

d. Display board 

e. Acoustically treated floors 

f. Four-drawer, legal size, locking file cabinet 

g. Two dictionaries bolted to portable table top book stands 

h. Waste container 

i. Pictures or wall aural 

j. Clock in rear 

k. Small window in door 

l. Guilt in vacuum cleaner 



Writing 
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3. EnvironiMnt 

tip Ch«4ffu1 and plaaaant 

b. Yielding a relaxed, coUfortabU feel ing 

c. Our view shown by suggestion of pictures or wall oural 

>1. Utiiitief 

a. Nall speakers connecting to audio-visual equipaent 

b. Teiephone Jack 

c. Television antenna jack 

d. i^ooM tenperature control 

e. Electrical outlets 

B. Classrooms, conference-seminar (Two) 



I. Functions - Activities of Teachers and Students 



a. Small group classroom;, for English area 

b. Two for the English and Speech Department 

c. A maximum of thirteen stude.es and one instructor will use this 
space at any one time 



2. Furniture, Equipment and Instructional Materials 



a. 

b. 

c. 

d. 

e. 

f. 

9 * 

h. 

i . 

J. 

k, 

l . 



One large conference table 

Fourteen, padded arm chairs 

One table top lectern 

One dictionary bolted to floor stand 

Acoustically treated floor 

Chal kboard 

Display board 

Floor stand with appropriate bust 

Waste container 

Clock at rear 

Small window in door 

P' -tures 



3. Environment 



a. Cheer ifui and pleasant, but quieter than discussion classroom 

b. Relaxed, comfortable feeling especially important here 

4. Utilities 

a. Telephone Jack 

b. Television antenna Jack 

c. Room temperature control 

d. Electrical outlets 

e. Telephone ampi if ier 

f. Built in vacuum cleaner 

Cp Student Lounge Space 

As an alcove or some similar space develops within a bui Iding, that area can 
be utilized as a student lounge. These spaces should be small, well lighted, 
attractive and sturdily furnished. 



D. "Canterbury" Room (600 - 800 sq. ft.) 

I. Functions - Activities of teachers ind students. 
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Reception*, literature tettion*, enrlcheent event* In general. 

2. Furniture, Equlpnent end |n*tructlonal MeterleU. 

e. Carpet 

b. Overetuffed cheire 

c. One He**ive table 

d. Picture* 

«. Bu*t* 

f. , Plano 

g. DUguieed record playing ficMItle* 

h. Chandelier type light fixture* 

I. Dark paneled well* 

J. Tolevlilon entenn.^ jack 

k. Telephone Jack 

l. Telephone eaiplifier 

3. Environeent 

e. "l4ood" ro(M» In keeping with It* function*, 
b. One of "con*clou*" culture. 

q. Serving Area 

a. Facility ahould be equipped for aerving hot *nd cold beverage*. 

b. Sink end storage cabinet* 

c. Located adjacent to Cantebury Room with eliding panel for servung. 

5. Utlllt!e* 

a. Cl I Mate controlled 

b. beual electrical outlet*. 




V I . STORAGE 

Cleeeroom, eemlnar type 

V. RELATIONSHIPS WITHIN THE SPACE OR AREA 

C!''se to the library and teaching auditorium. 









i : 

•, I; 












>1 



» 



FINE ARTS 



i. PHILOSOPHy 

A. Purpotat 

AdvcncoiMnt ind gains In the acquisition of s'lntsi appreciation and under- 
standing of sculpture, painting, architecture, ceraisics, (crafts) and graphic 
arts, hinges an adequate room, space, eater lads and equipnent for the growth 
developeent of the student. 

B. Objectives 

To providi} the student with stieuiating situations that will challenge 
ieagi nation and inventiveness. 

II. IHSTRUCTIOHAL PROGRAM 

A. Course t 

1. D awing and Composition 

2. D.’Sign 

3r l.»ttering and Layout 
If. Ireative Advertising 

5. 01 Painting 

6. Witer Color Painting 

7. pj^ttery and Ce ramies 

8. Figure drawing 

9. Enamel ng on Metal 

10. Silk 'creen (on paper and fabrir^) 

1 1 . Etc 'i ' ng , Dry po i nt and B1 ock Pr I nt I ng 

12. *A:u1pturing 

r^. History of American Architecture 
|if. Art Humanities (History) 

15. History of Design 
!6. Interior Decorating 

B. Activities 
|. Teacher 

a. > Lecture, demonstration, illustration, using the blackboaro. opaque 

projector, colored transparencies, reproductions and other tecching 
and training aids. 

b. Supervision of student projects 

c. Testing, grading and checking home and class assignments 

d. Evaluate the growth and development of each student 

e. Individual instruction, guidance and counseling 

2. Students 

a. Worsting at easels, desks, benches, tables or arm chairs 

b. Note taking, analyzing and questioning illustrations, demonstrations 
and material presented 

c. Review of assignments, tes‘i.s, lectures and demonstrations 

d. Individual student studio project work 

e. Exhibiting student work 

f. Examinations and project evaluations 




q2- 




( ’i 






1^1 







11 

i. 



i 



!', 

I 

\ > 
i.» 

I 



i 




i- 



II 

11 « 









C* Grouping 

CUtMt wMl contitt of 15-20 itudonti. Each ttudant will naad 25 tguara feat. 

D. TiMi Modulat and Schadula 

Labs will ba tchadulad in 2 or 3 hour blocks 

E. Mathod of Instruction 

Uctura, dasionstratlon, Illustration and discussion 

F. Enrol Iwant Projections for 5,000 F.T.E. 

2,500 students 

Q. NuMbar of rooiss and spaces 
|. Classrooms 

a. Four lab studios 

b. Humanities auditorii:m 

c. Five storage rocsis 

2. Faculty 

A. Offices for five professors . . * 

b. Office for division secretary and four student assistants 

c. Office supply and mimeograph supply storage room 

Ml. SPACES OR AREAS OR ROOMS 

A. Function - Activities of teacher and student 

!. Students will be working in various art media at tables, easels, benches, 
arm chairs or desks. They will bear lectures, see movies, film strips, 
transparencies, demonstrations, reproductions and prepared programs on T.V. 

2. ln.tr.ctor «il) b« Uct.rlng, d.«r..trjit i nj .11 t.ch.iqg.. ..d proced.r.s 
in i!i» v»ric.u» fi.ld. of »rt u.ln, th. t1.ckbo.rd or b, th. ns. of audio- 

visual equipment. 

B. Furniture, Equipment and Instructional Materials 

1 . 20 upright easels 

2. 20 bench easels 

3. HO stools 

4. 20 flat library-type tables 

5. 25 chairs 

6. 10 stands 4' x 2’ x 3' (adjustable) 

7. 20 stools 3’ high 

8. Teaching auditorium 

C. Environment 

Climate controlled and adequate lighting 

D. Utilities 

In All studios to have a large double utility sink 

2. Two studios should have overhead lighting and IIOV outlets spaens „ .ipart 

3. Two studios should be equipped with IIOV and 220V outlets 
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tv. STORAiE 

Studios to havo aa oueh cupboord apaco aa poaaiblo 

8 - 10' K 86" X 88* cupboards - forolce tops* 3' on aach and for thalvaa 1' 
part* Cantar araa to ba laada up of thraa drawars. 

V. RELATiONSHir tVITMIN THE SPACE OR AREA 

Should ba lotaiad naar tha Fina Aria Auditoriuo and tha acadaoic cooplax. 
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FOREIGN LANGUAGE 
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A. hirpoMs 

Th« purpotet of tho foreign Unguago prograo art to contlnua tha language 
trrInSng coaaancad at tha secondary level and to Impart tha basic skills to 
those with little or no pra-adalsslon language expsrience. 

I. Objectives 

All students should coaplete material of Level three caliber after two years 
of study; some during the second year Mill be engaged in more advanced and 
selective work. For students planning or with the potential for further 
education, the junior college language program should be tailored to insure 
placement at the upper level in the university. 

II. imRUCTIONAL PROQRAM 

A. Courses 

|. French 

2. Serman 

3. Spanish 
>i. Russian 

Fi. i{ctiviHr<;i 

The teacher, the language classroom and the language laboratory will provide 
the st'jdents with a living model of the use o. the language; an adjustment 
for the difference in the rate of learning of individual students; a means of 
hrar^ng, recording and correcting their speech. 

I 

C. (irouping 

The language class should be composed of 20 students and not more than 30. 

L. Time Modules and Schedule 

Four or five fifty minutely {periods per week. 




II 



E. To provide adequate instruction in an aud io-l ingual method there is need for 
the "language clasirocm." This can actually be a standard classroom equipped 
with a sufficient number of i<;all plugs for headsets and such tables as are to 
be used in Engli(};h compos Hi on classes. 



F. Enrollment projection for 5,000 FTE 

I 200 in French, 200 In Oerman, 200 in Spanish and 150 in Russian 

0. Number of Rooms or Spaces 

! * 

I i. Two classrooms 

j 2. A composition "I Ibrary-type" language laboratory 

I 3> Faculty offices for six professors and the laboratory director 

III. SPACES AND AREAS OR ROOMS 
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l« Th« Unguagt clattrooM allows for tha diffaronca in tha rata of laarnlng 
atudanti To do thi$ It ha$ an aud io^act iva laarning apparatus 
which ai<ab1as tha taachar to work with ona group whila anothar is abla 
to advanca or catch up, as tfn?! casa May ba. 

2. Tha languaga laboratory - a coaplata library systam - givas tha studant 
coMplata control of his prograw sourca and anayles hia to llstan, rapaat. 
racord, correct, ate. 



B. Furnitura, Equipaant and Instruct ional Hatarials 



I. Languaga classrooa 



a. Taachar dask and chair 

b. Studant positions for 30, tabla dask and chair typa 

c. An electronic console with two tape desks (prograa sources), full 
Monitoring facM itias 

d. Wall plugs (18) and 'itudont aaplifiars connected to tha console 
along ona side and back of tha rooa 

a. Headsets (18) with aicrophotias 

f. Chalkboard - 16 linear feat, located in front 

g. Screen (8' x 8') for overhead projector hung from ceiling 

h. Overhead projector - Berelor Vu Master* required because of the 
provision it makes for fl;<ing removable transparencies in place and 
the type of instructional matcirials used will often b© of a permanent 
nature that once prepared will be used again and again. 

j. Conveniently located electrical outlets for overhead projector, movie 
projector, film strip projector and the electronic console 
‘Model 6600 Vu Graf, 12" x 12" Template 






2. Language Laboratory 

a. The room space should be 2q' x 50' for a 60-position lab 

b. One console with at least four dual channel tape decks and a record 
player 

(1) An adequate distribution system. The lesson source should be 
available to each position individually and by rows. 

(2) Full monitoring facilities 

(3) Facilities for tape duplication 

(a) A switch that will put all recorders in the studer'i positions 
in operation f^om the console; both for duplication from the 
console and f c ^ student testing. 

fb) Connection fresn pnonograph to tape recorder for duplicating 
records. 

c. Student positions (60) with the control switch that givec them com- 
plete control of their recorders - stop, fast forward, *ewind, record, 
erase; but the dual chcnnel decks remote; that is, installed in a 
facility at one side or behind the console* A headset with attached 
microphone with volume oontrcls for each set. 






il 



Vsl. 

'!( iii'( 



d. h sounc|j>roof room for the recording of tapes with electrical outlets 

for tap & recorders; built-in cabinets with desk top and overhead 
cabinet.; tor the stfs'age inf blank tapes and recording equipirjent. This 
room cart 4lso bu for the classifying, marking, repairing, etc., 

of tapes for the f ibrary of tapes in the lab. 

e. Office j; ^ace for tl « laboratory director. A laboratory that is used 
by two or Kore te^vC^»s^9. should be in charge of a laboratory director 
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Mho it rttpontiblt for purchasing; ichaduling (under the direction of 
the chairaan); preventive and aajor nalntenance; copying of tape for 
the aaintenance and growth of the tape iibraryi 

3. Environaent 

Cliaate controlled 

e. Utilities 

Adequate lighting and electrical outoats 



IV. STORAGE 

A- In the classrooas 

A storage cabinet for headsets that will permit then to be hung with the 
cords dangl ing. . . r6' , 3" high, 12" deep, 20* long. 

B. In the language laboratory 

Library type shelves located behind or near the console to holda tape 
library of 1,000 tapes. Shelves at the entrance or along one side of the 
laboratory for students to deposit their books when they enter the lab for 
practice. 

In the soundproof room there should be cabinets along three walls with a desk 
top • 3” high, 2* deep with double doors for storage of equipment and supplies 
with overhead cabinets for the storage of blank tapes and repair and labeling 
equipment. 

RELATIONSHIPS WITHIN THE SPACE OR AREA 

Located near the language Fine Arts section, the language facilities, especially 
the lab, could be available for use by speech, drama, literature classes, etc. 



I '■ 



i 






o 

ERIC 



MATHEMATICS 



I. PHILOSOPHY 

A. Purports 
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To provide the student with a foundation In Mathematics which will serve as a 
versatile tool of communication and concise annotation basic to the study in 
depth of all disciplines. 



B. Objectives 



J!I****1!^®”J *)[!*®"****®*”^ encounter graduated mathematical concepts 
appllcriOiS to his field. 



INSTRUCT I OHAL PROGRAM 
A. Cources 



1. Intermediate courses in basic mc'thematics 

2. General mathematics courses ft * students not majoring in the physical 
sciences or mathematics 

3. Oca«rses '^p to and includii^g aleaentary calculus for students in the 
d*!Hiee |irograms and in the Icctniical education programs 

Ktinoi *■ f-rogram courses 



B. Activitic^s 



k Ter. 5 her 



a. LecturUf demonstration, illustration, using the blackboard and other 
trainin^i aids. 

b. Supervision of students' classroom work 
c> Testing, grading and checking assignments 

d. Mcic of training aids (projectors, T.V., movies, etc.) 



2. Students 



a. Note taking, analyzing and questioning material presented 

b. Practice at desk and at blackboa*'d with occasional demonstrations 

c. Review of tests and assignments 

d. LTxami nations and make-uc wor't 



C. Grouping 



1. Twenty to twenty-five students is the optimum class sikie for mathematics 
of all type* 

2. Classes of 300 - 500 students may be assembled twice a week for lecture, 
demonstrations in General Mathematics and Algebra. 



D. Time Modules and Schedule 



Standard 60 minute classes meet five day per week, from 8 a.m. to q p.m. and 
3 hours each evening 



E. Methods of instruction 

Lectpre; demonstration, discussion, discovery, use of television 
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F. Enrol liiant Projtctions for S,000 FTE 

Forty to fifty porcont of iht studont body will bo enrollod in Mothonotics. 
Enrollnont in tho gonerol aothoiioticK course alone May reach l,000> but this 
course could be divided to fit the varied needs of the students without 
changing t^^e space requirements. 

6. Number of Rooms or Spaces 




1. Classrooms 

a. At least seven standard classrooms full time use. One or more 
divisible. Tht^s will accommodate eight sections of 25 students per 
classroom for a total of 2,200 students. 

b. Use of a teaching auditorium four to six hours per week. 

2. Faculty 

a. Office for department head 

b. Offices for eighteen other professors 

c. Office for division secretary and two student assistants 

d. Himeograph and office supply storage room adjoining division secre- 
tarial office 

e. Conference room for departmental meetings, accessible from department 
chairmen's office and from secretary's office 

f. Faculty rest-rooms for men and women in academic office area 

ill. SPACES OR AREAS OR ROOMS 
A. Standard Classrooms 

1. Functions - Activities of Tetchers and Students 

a. Students will take notes, refer to texts and work problems at their 
seats. They will also demonstrate the solution of problems on the 
blackboard. Students will have an opportunity to question concepts 
and solutions. Students will be tested frequently. Students will 
hear lectures and obsc've demonstrations, training devices and ore- 
pared programs on movies and TV. 

b. instructors will be lecturing, demonstrating training aids and giving 
examples of procedures and concepts either on the blackboard or by 
the use of audio-visual equipment. There will be an exchange of 
questions between the students and the instructors, instructors will 
supervUe tests and student participation ia classroom activities. 

2. Furniture, Equipment and Instructional Materials 

a. Each ftudent classroom should be equipped with 25 standard student 
desks, (armchair type) 

b. A lectern or table is required for the instructor 

Cha-Ucboa.rda jajii_reg^uJji(^ jon at 1 east two walls of the room. In 

addition to the front board, a side board wilt provide space for 
drawings, assignments and problems that can be retained from day to 
day and for student work. 

d. Map rails for retractable screens for charts, graphs and maps. 

3. Environment 

a. Lighting mutt be controllable so that projectors may be used with or 
without light for writing. 
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b. CliMitf contr&l it netdtdto improve efficiency end avoid dittractiont. 
c* Acouttical tile and other tound-abtorbont materials in all classrooms 
and halls will reduce noise and fatigue, 
d. The above itemst blended with subdued colors and attractive design, 

B. Teaching Auditorium « 

Outlined in section on Auditorium. 

iV. STORAGE 

A. Number, types and sizes of items 

1. Display boards 3' x 3' iO sets of 5 each 

2. Flip charts, 4 sets 3' x 3' 2 stands 

3. Three dimensional graphs, 4 sets, 3' x 3' x 3' 

4. Geometric solids and various exhibits 20 sets I' cube 
5* File, legal size, four-drawer for transparencies 

6. Blackboard drawing compasses (Beach) protractors, meter sticks 

7. SI ide Rule 8' x i ' 

3. Size shelves 

I ' wide by SO' long, half with 4^' height clearance and h»lf with 1^' clearance 

C. Size of storage area 
6' X IS' 

V. RELATIONSHIPS WITHIN THE SPACE OR AREA 

The location of the mathematics department should be near the science and tech- 
nology complex. 



/ 



i ** 
1 



1 

i 

I 




■i 



( 

i 






'I 



MUSIC 



I. PHILOSOPHY 

A< The MUtic area includetl both instrumesital and vocal music, both private 
instruction and group participation; it also includes theory, appreciation, 
music literature, history and musical stage productions. Our cultural heri- 
tage in the arts, especially inmusic in this case, must be passed on to our 
students so that they can become cuitural'ily literate - a literacy built on the 
aesthetic Joys in life. 

B. The music program does have an educational function, but it also is a medium 
through which the College is advertised. In other words, our performing 
groups can be "good will ambassadors" for Polk Junior College. 



We intend to afford the students who are interested the opportunity to parti- 
cipate in a musical organization of some type. We also intend to offer 
specialized music courses that would attract fewer students who have already 
attained above average musical skills and who intend to continue with music 
as a vocation after leaving folk Junior College. 

II. IHSTRUCTIOHAL PROGRAM 



I A. We will be offering at least two choirs - possibly three - within the next few 

] years, if the third choir, a community-college chorus, develops we will 

need rehearsal space large enough to accommodate approximately 100 singers. 
If it does not materialize, we could manage with rehearsal space for 50 - 60 
persons. We will also be offering a course in Band. We would estimate that 
I with 5000 FTE the Band would have 50 - 75 pieces. An Orchestra approximately 

the same size might be attempted within a few yeeirs. The 3snd will rehearse 
a in the same room that the chorus rehearses in during Phast One, but we will 

I definitely need an additional rehearsal space included in the Second Phase. 
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B. Eventually, we will need at least eight (four in Phase One) sound-proof 
practice rooms large enough for a spinet piano plus some rehearsal space - 
approximately 7’ x O' would be adequate. 

Four studio-offices for private instruction in voice, piano and instrumental 
music will need to be included in this music complex. 

C. Music Appreciation, Hu^Tiatriit ies-Music, Music History, Music Theory, Music 
Literature, etc., will need classroom situations equipped for listening to 
records and with a music staff chalk board and piano. 

D. A music listening room or rooms for individual listening projects (not neces- 
sarily in the music complex) equipped with several turn-tables and earphones 
is a must so that professors can assign extra class listening to students end 
expect them to complete such assignments. 

E. Human ities'^Music is a required course for all students who enroll and plan to 
graduate from Polk Junior College. Art and Music Humanities are the only two 
of the Humanities that are required. Therefore, we will need more space for 
this course than for the other music courses which will reach a smaller per- 
centage of the student bcdy. 

Ml. SPACES OR AREAS OR ROOMS 



■i 

i' 




A. Rehearsal Area - Two choirs, a handbell choir and a band will use this space. 
Sectional rehearsals, tryouts and recording sessions may also utilize this 
space. The rehearsal area should be large enough to accommodate a minimum of 
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40 and a naxinum of 100 muticiant. A muaician holding an inatrunant using a 
music stand takes more space than the normal student in a desk. Storage 
facilities must be convenient for music, both choral and instrumental, and for 
musical Instruments ranging in size from the piccolo to the tuba and timpani. 

b. Classroom Area - Instruction in the art of listening to music creatively is 
one of the objectives of our music program. To accomplish this we need 
classroom situations equipped for listening and uniquely designed so that the 
student will not be distracted by outside influences such as noisy cars and 
students, which promote gazing or daydreaming out of a window. It is hard to 
visualize such a room that would still remain interesting enough that the 
students could stay awake. Maybe we could consider a theater~cl assroom 
situation or a room with a table and ci:tirs. This room could be us<«d for the 
following courses: Humanities-Music, Mu^ic Appreciation, Music History and 

any other courses that we decide to teach In the musicological sphere. Music 
Theory must have a classroom situation a little different. Noise remains a 
problem. Extraneous sounds irk students, especial ly in rhythmic or melodic 
dictation, A piano and music staff chalkboards are essentials for this room. 
Staff boards should be on most walls so that a maximum of 15-20 students 
could have space to work at the board. ^ 

C. Studio-Office Area - Here individual instruction in the person's major or 
minor instrument - voice, piano, clarinet, etc. - will be the subject taught, 
the instructor's tools - music, I iterature, books, charts - can be ccnveniently 
available and the seclusion of teacher and student so that inhibitions on the 
student's part may be broken are two excellent reasons f<ur the studio-office 
arrangement. 

D. Practice Area - Most of our students who will be takisig private irstruction 
will have some free time during the hours they are on campus. Practice rooms 
should be mads available for these students. With their other courses re- 
quiring many hours of study, they do not need nor can they afford to neglect 
their practice. 

E. Equipment Listing 

1. Student desks or chairs 

Separate chair and table type desk units for each student in music theory 
classroom and possibly for the music-humanities, music appreciation, etc., 
lecture room. However, a rectangular or circular table with straight 
chairs or theater type seats with movable writing arms might fit into the 
uniqueness of a good listening rooni Rehearsal chairs instead of permanent 
ones would be best for the rehearsal room because it will have to be used 
by two or three or more different groups. 

2. Audio-zisual Items 

a. Tape recorder, speakers (both built-in) and microphones in rehearsal 
room 

b. Speaker system for recorded music in each classroom 

c. Console record players or component-on-whael s or centralized console 
for playing hi-fi and stereo records in several rooms 

d. Television jacks in each room for occasional use 

e. Intercom from studio-office to practice rooms 

3. Rehearsal Room 

a. Student chairs 

b. Conducting platfonv! 

c. Conducting stand 
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Ok fttcordiflg equlpnent •»(! sptriktr t|ttom 
*. 3-4 tiartd rowt with adcdUAtA width for chair fend stand 

f. Storadt arfeas for tusical instrunentt: «usic» robas, uniforms, and/or 
wardrobes 

d, baby grand piano with rsovabla dolly 
h. display board for announcamants,atc. 

it Lighting - fluorascant, soft whita, aasy to raod music, no glare 
fro* light or sun . 

J, Climate control lad 
k. 1lat*»' cool dr 

4t Classrooms 

It. Student deokt or chairs 

b. Music staff chalkboards 

c. Plano , . . 

d. Lectern (optional) 

e. Pictures or charts 

f. Speaker system 

g. television Jacks 

5. Studio-Office 

a. Professor's office equipment 

b. Book shelves 

c. Storage for sheet music* 

d. Piano (pcrferably grand) . 

e. Listening facilities 

f. Chairs for student-teachar conferences 

g. intercom to practice rooms 



0. Lounge Area (Optional) 



a. Teachar-studont conference area 

b. Waiting room for students 

c. Water cooler 

d. Lounge furniture 

7/ Practice Rooms 



a. Piano 

b. k^irror 

c. !i;torcom 

d. Exterior locks on doors so that only authorized students may open tham 
8> Listening Room 

a. Turntables 

b. Earphones 

c. Chairs 

d. Hot necessarily in music complex 
9. Music Library Workroom 

a. Space for cataloging both vocal and instrumerital music 

b. Repair work on music 

c. Room may be in storage area for music 



STORAGE 

A. Music Stc'-age 
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t» Storagt for SOO-iOQO iu» I e octavos 
2* Tw*nty-Hve ic fifty octavos of aach placo 

a. Eight inshtt wida 

b. Twalva inchas daap 

c. Two iochof high (in batwaBn each shelf) 

3. Storage area approx inately 225 sq. ft« 

a Shelves floor to ceiling on three Mails 

b. Movable ladier f^«r easy access to storage celts that are out of reach 

c. Consecutive iiumborlng from top to bottom 

It. Hay be off of studio-office or rehearsal area 

.8. Storage Area for Kobes^ Uniforms and/or' Wardrobes' 

|. Blazers 

2. Robes and uniforms 

3. Movable light aluminum wardrobes jn addition storage wardrobes 

It. Storage area in a dressing room with mirrors;: make-np lights, etc. 

5. Climate control is required to prevent mildew and ocore 

C. Storage for Band Instruments and Music 

1. 'One hundred %o one hundred-fifty Instrusents 

a. Convenient to rehearsal area so tCist instruments can be easily moved 

b. Racks to facilitate moving of larger instrufiients 

2. Storage for Band Music 

a. Fi I ing cabinets 

b. Storage area for 250 sq. ft. for band scores and score parts 

D. Storage for Music in Use 

1. In rehearsal room 

2. Choral music 

a. Up to so folders (10" x 12") 

b. Easily accessible to students as they enter the room 

3. Band Music 

a. Up to 60 folders (12" x l«l") 

b. Easily accessible to students as they enter room or pick up their 
instruments 

E. Lockers for Music Students Only 

|. Hall lockers for practica material* 

a. Music 

b. Small Insti jmanta 

2« Adjacant to practica rooms 

3, Mainly for atudents taking individ^jal instruction in voice or instrument 
H. Fifty maximum 

RELATIONSHI!!* WITHIN THE SfACE OR AREA 

Adjacent to^ performing areas for concerts and performances in auditorium 
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PHYSICAL EDUCATION 



». r^KlLOSOPHY 

A. Purposes 

To provide faonities for iho oo« educational activity Instructional stations, 
clastroOia ipiace and administrative offices for the basic health and physical 
program. It will utilize a specific area for indoor and outdoor recreational 
facilities for 5,000 men iind women students, faculty and staff. In addition, 
various outdoor Instructional, recreational and intramural facilities are 
essential for a complete program to provide students with physical as well as 
mental education. 

B. Cbjectives * * 

To meet the besic physical education needs of all students for four semester 
requirements. A program of voluntary physical recreation which incluJes 
activities in intramural, intercollegiate competition and is designed for 
professional preparation in health and physical education and recreat ion-al 
leadership. 



IL INSTRUCTIONAL PROGRAM 
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A. Courses 

Badminton, dancing, handbaM, baseball, basketball, archery, tennis, golf, 

gymnastics, wrestling, swimming, softball, soccer, touch football, skiing, 

crew. Introduction to Physical Education, Health, Officating and Recreational 

Activities. 

B. Activities 

1. There snouid be a ratio of 30 students per teacher. Classes and areas 
that will accommodate 60 pupils should have 2 instructors utilizing space 
and principles of team teaching. This could be effective in activity 
courses. 

2. There should be an audio-visual setup for skills to be taught in each 
activity. The best prescribed way for obtaining the skill should be 
viewed. The instructor can move among the students observing and correct- 
ing their different forms to make sure they are on the right procedure. 

3o Four thousand students will be enrolled in the Physical Education Program 
of the five thousand projected enrollment 

C. Number of Rooms or Spaces 

1. Three general classrooms. (With tnovable wall to convert into' large area 
for filming and counseling with large groups.) 

2. Swimming pool with locker room and shower facUitiss adjacent 

3. General activity and instructional area for combatives, weight training, 
handball, gymnastics and dance. 

q. Equipment storage, prepare and check-out rooms, recreational activity, 
study area, custodian quarters and supply closets, office space for 18 
instructional personnel. 

5r Outdoor sports area - courts, diamonds, tracks, golf and archery range. 
(Joint use of fa<,ilities for men and women) 
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III. SPACES OR AREAS OR ROOMS 






iiyttntliun to Include iho folloMlng facU liitsi 



ThU «hou1d bo Urgo onough to hoyo ono % 50 ^ roguhtiioA court with two 
81 ^' X SO* courto ouporinpooed crotowoyo in ooch oroii Tho one regulation 
court ahouid Have bleacHera of rollaway type on each aide to aeat three 
thoua#-id. Theat are»f would provide an indoor upace for men' a and woeen’a 
intranufil gaiuec end atrve aa tapcHing atationa for other claaaea. VolTeyball 
and badeinton tinee could be put cn those courta* 



! 5 ul t!-purs>o*e room for exerc and weight training, 
a rowing Machine, bicycling Machine, aieam bath, rub- 
rest area, weights, needle shower,, whirl pooi and storage apace. 



fhia should be adjoining the ataff 
enough to teach Judo and wreatling 
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locker rooM. The area could be Made large 



„ large enough for a clasa of 50 atudents. Thia area ahouid house 
airrora, bars, danct. r«»cord cabinet and one office for two dance inatructors 
with adjoining inatructora' dreaaing rooms. Allowance for a piano and coatuMe 
storage. Fencing strips could be jilaced in this area for instruction. 



Electro-therapy 
Rubbing tables 
Office 

E. One Seminar Room 

F. Physical Education Staff Lounge 

G. ReatrooMS 
First Aid Rooms 

Two first aid rooms connected to training room with a wide door. It should be 
located close to dressing room and include toilet facilities, first aid 
cabinets, cots and tables, hot an«J cold water and space for storage of larger 
equipment. 



Locker Rooms 

For an estimated S,000 enrollment - considering peak load of one day. 
locker areas - one men's locker and dressing room with showers, etc 
women's locker and dressing room with showers, etc. 



« f 



Two 

one 



The above areas should be accessible to the indoor and outdoor teaching- 
stations and located on the main gym floor level. It should include the 
space for necessary showtra, towel ing-down room, lockers, bencues, baskets, 
storage, halr-dryara, drtsaing areut, mirrors. Air circulation of this area 
should be carefully considered. 

Staff Locker Room 

The Staff Locker Room should adjoin the exercise rooms and be eguipped with 
lockers, baskets, showers, dressing areas, toilets, towel ing-d own room, etc. 
Theee are for College staff other then P. E. personnel. 
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1. On* *r*a D«fih 25 1ock*r« for nen ^ 

2. On* «r** with 25 !pck*r* for wQiwn^^ 

IV. STORAGE 

A* Equipnont $toi**q* and R*pair Approx i Mai* ) y. f I v* (5) at o rag* area* acceatlblc 

io each teachinsr atatlon. Oh* for *ach major teaching station unless the area 
specifies that H has its own included in the roOip: example - the fencing 
‘ room would have a cage to be roi led into the fencing room, 

B. Efi«ipment Check-Out Rooms 

General check-out service for men and women near and in circulation of the 
locker room, 

C. Laundry Room 

For towels and laundry including swimiNing suits for 500 students 

D. Audio-Visual Room 
60 students 

E. Custodian Supply Closets 

Two - locsted at strategic spots near teaching stations. 

F. One general restroom area on main floor for men. 

6. One general restroom area on main floor for women. 

H. instructional Staff 

To include 18 offices and space tor I desk. I table, I filing cabinet, 2 book 
cases and 3 chairs. This is not to be one general area but separate offices. 

I . Lobby 

To have trophy case 
J< Classrooms 

Three classrooms large enough to seat 40 students, with chairs for the same. 

K. There should be ample wiring in all rooms for plug in on films. The main 
area of Gym Floor should be wired for loud speaker. Classrooms should have a 
place for hookup with television; also b* able to view films. 

L. One Gymnastics Area 

This should be located where the equipment need not be moved far. Parallel 
bars, trampolinvi, side horse, long horse, balance beam, horizontal bar, rings, 
ropes and mats are equipment necessary here. 

H. Outdoor Sports Area 

Facilities 

V 

U 8 tennis courts, asphalt 
2< 6 handball courts, lighting 



touch football and soccer fields, combined 
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5. I folf 

•• I *rch«ry rtng#, Urg« tnough W 26 tfadtintt 
"7«^« ,1 0lyil|ic*lizt;^cwi'iiMi'h8 pooV 
3* I pf«« for fkin (flvlng^ 

itkoM aroAs can ka u tad for tecrtat I ona I and social functions of tlie school 



V. RELATIONSHIPS WITHIM THE SPACE 0* A8EA ^-C ^CCVC C^V/'CCC^,;;C; ^V- .■' 

Physical adiicat Ion facllitlas should ba ad^^ pUylOfl araA.tiV allow for 

ampla tlaa for drassing out and for quick class changasi All araas should b^^ os 
naar ! othar taachl ng faeilitias aa possible for quick change over of ctassesi 



i 

‘fe 



I 










SCI Eifci: 



I. philosophy 

A. Pufpotet 
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fn keeping ‘4 ith the College idee for enlightened citizenry end sound pre- 
peretlon of students, the science division proposes to provide the best 
possible teeming opportunity. 

Science hes become one of the besic tools of modern society, influencing our 
world to such an extent that scientific knowledge is no longer a matter of 
special interest, but of necessity. It is cur purpose In tbe scrences, there- 
fore, to Introduce the student to various scientific disciplines and to 
challenge those with special aptitude to pursue careers in the scientific 
field. 




H. Objectives 

1. To assist the student and acquaint him with the approach of science to the 

• ' world in which he lives. - 

2. Since science is required in nearly every curriculum, a strong program is 
necessary to the academic and practical success of our school. Scientific 
method uiemands a wide variety of experience so that laboratory facilities 
play a vital part in the whole science teaching program. 

II. INSTRUCTIONAL PROGRAM 

A. Courses 

|. Physical science and chemistry 

2. General chemis 

3. Organic chemistry, quantitative and qualitative 

4. Physics 

5. Biology and zoology 

6. Anatomy, physiology, microbiology and comparative vertebrate anatomy 

B. Activities 

% 

Hisny types of learning activities are required for a good science program. 
Cllassrooffls must be designed for demonstration, lecture, plenty of blackboard 
space is needed. There will be frequent use of audio-visual materials; such 
things as educational TV may be used to advantage in the future. 

C. Grouping 

I. Space and feci 1 ities are needed for large lecture demonstration grouping 
and tor smaller classroom sessions. In addition, smaller groupings are 
provided in the laboratory situation with students working singly or in 
pairs on varions experiments. 

2< Sizes 

Free exchange of ideas place limits on the size of classrooms and lab- 
oratories required. Number of students recommcnacd per ciassrcom is as 
follows: 

a. Physical Science - 3 classrooms, 30 students 

b. Physics - I classroom, 30 students, 24 laboratory students 
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c. ChaaiUtry - I cUt»rod*i, : 36 itudtntt, 24 t»bor»tory ttuiftivti 




D, Ti«ii0 »4oduU« uCh«duT«s 

I. CU»*rooii« b« uted for a BiaxiiiU!ii of eloven sectiona a woak. (7 MWF 

and 4 TTh]. Sections will meet MWF for one hour each day and on Tuesday 
and Thursdejf hours each day. 

Laboratories ^tsctlons wiU meet once a week for two hours. This allows 
four sOi^t ions to ffleet on Monday, Wednesday |and Friday for a total of 12 
sections and tnree sections to meet on Tuesday and Thursday for nine 
additional sections so that each laboratory can handle IS sections each 

week. 

In physical sciencs the telescope room and planetarium would be used only 
at limited times. The planetarium could then serve as a large lecture 
hall for other grc*s|is. 

fj 

E. Methods of Instruction 

1. In classroom sections methods of lecture, discussion, demonstration and 
audio-visuals will used. Adequate blackboard space and suitable 
display area are quite necessary. 

2. In laboratories demonstration is used, followed by individual experi- 
mentation and Individual help. Audio-visuals are frequently used for 
additional direction in the biological sciences. 



F. Enrollment projections for 6,0C0 

|. Physical Science 

2. General Chemistry 

3. Qualitative and Quantitative Analysis 

4. Organic Chemistry 

5. Physics 

6. Bolscy and Zoology (divided equally) 

7. Antifii'y, Physiology, Microbiology 



Q< 



900 

400 

60 

60 

250 

2300 

too 



Number of Rooms or Spaces 
|. Physical Science 

Three classrooms are needed 



2. Chemistry 

a. General Chemistry 

(1) Two classrooms 

(2) One laboratory 

b. Qualitative and Quantitative Analysis 

(1) One classroom is adequate for this and organic chemsitry ( used 
jointly) 

(2) One laboratory 

c. Organic Chemistry 

One laboratory It needed sebtrete from Qual itative end Quantitative 
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d« Phytict 

(1) Oa« ciesiroom 

(2) Ofit Uboratory 



3v Biology 
9. Botany 

( I) Six clasarooms 
(2} Six laboratories 



b. Zoology 

(1) . Three claesroome 

(2) Three laboratories 

c. Anatomy • Physiology 
One laboratory 

d. Microbiology 
One laboratory 



HI. SPACES OR AREAS OR ROOMS ^ 
PHYSICAL SCIENCE 



A. Functions » Activities of Teachers and Students 

In the classrooi^ areas, demonstration methods will be stressed; there will be 
used of audio-vi t^als. Laboratories in the usual sense are not desirable 
because of the ge eral nature of the studies which deal with basic physics 
and chemistry, earth science, astronomy, metorology, geology. Instead, work- 
ing telescopes and skilled use of a planetarium are planned to offer exper- 
iences which would otherwise be available to students at this level in the 
sciences. 

B. Furniture, Equipment, instructional Materials 
|. Armchairs are desirable 

2. A long desk with sink, water, gas and drawers is needed in each room. 
There should be enough space in each classroom for at least six tables to 
be placed around the periphery of the room for laboratory work, map work, 
display of rocks, minerals, etc. 

3. Each room should have a pull down projection screen, a cork bulletin 
board and facilities for hanging maps, pictures, etc., on the walls. 

In the corridor a display case recessed into the wall is needed; its 
dimensions should be 30' long, 2' daep and q' high. This case is to be 
used for displaying fossils, rocks, minerals, etc., to the public, 
q. Laboratory Requirements 

a. Laboratory equipment in the normal sense is not needed. Instead, 
space should be provided for two telescopes on the roof of one of the 
tallest buildings. There should be enough space for students to sit 
while awaiting their turn at the telescopes. 

b. A planetarium to seat 60-75 people is needed. It should be wired 
with electrical outlets in the center of the room for setting up a 
control board for the projector. 

c. Environment 
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CHuiatt control ltd, icouttictlfy trttitd tnd control ltd Hahttng for 
utt Mith oudlo^vUutlt, otc. Tht color tchtoit should bt plotting tnd 
tht totting coofortible. 
d. Utilitioi 

Qtt tnd wttor ore netdtd at the doNontirtfioH desk. Lighting should 
provide coMforttblo rttdrng light tt sotted level. 



CHEMISTRY 



A. Functions - Activities of Teachers, tnd Students. 

Lecture, discussion, problet solving tnd demonstrttion; consideration need be 
given to adequate demonstration equipment. Laboratories are used for personal 
contact tnd guidance; students work in pairs to derive many relationships and 
thus bettor understand the material of basic chemistry. 

S. Furniture, Equipment and Instructional Materials 

1. Classroom requirements 

Each room needs an instructor’s demonstration table with gas, water, etc., 
available. If a science auditorium is available, the instructor's demon- 
strati.on table is not required. 

2. Laboratory Requirements 

a. A general chemistry laboratory will need a storage >'oom at least 
10' X 20' to serve as a weighing room and location for fume hoods. 

b. The*qual itat ive and quantitative analysis laboratory and the organic 
chemistry laboratory should be connected by a room at least 200 square 
feet containing fume hoods and weighing room. The walls of all these 
labs should have shelving (preferable glass enclosed) with drawer 
space beneath; these shelves will be used for display ane for stor&ge 
of apparatus. Each laboratory should contain a glass enclosure to 
give the instructor privacy enough to work while enabling him to 
observe the laboratory at all times. A source ol steam is also needed. 

3. Special equipment 

The weighing and fume rooms *hould contain at least two fume hoods each 
aTtd room for eight balance scales. Consideration should be given to 
control vibration. An emergency shower is needed to serve all chemistry 
labs and should be accessible from the hall. Fire blankets are required, 
one for each chemistry laboratory. 

C. Environment 

Lighting should be adequate. Spaces should be climate controlled and acous- 
tically treated, fume hoods are also necessary. 

D. Utilities 

Special equipment, g<is, wa r, electricity are needed at the instructor’s 
desk in classrooms, in labs, gas and water are needed at each student position; 
also the seme provision for the instruction desk and water is needed in 
large sinks at the end of each student devk. 

PHYSICS 



A. Functions - Activities of Teachers and Students 
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Studfnts work in ptirt on various •xpirinontt in Isborstory to supplOMsnt 
cUstroon work. Tho nsturw of nsny of thi txpariaents, howsvtr, is such 
that thsy requiro spscial aquipaant which is only usad onca or twica a yaar 

and aust ba givan adaquata storaga tha rast of tha yaar. 

B. Furnitura, Equipaant and instructional Hatariai 

Ciassrooa rcquiraaent 

Equipped with a daaohstration desk 
2. Laboratory raquiraaants 

a. Each station for two students should ba equipped with power supply 

both AC and DC with unitized gagas which can ba reaovad for repair 
or raplacamant. (Voltage regulator, voltaaatar, etc.) Also needed is 
daaonstration desk equipped with pewar supply, gagas, etc., as are tha 

student desks; in addition, there should ba a source of vccuun and 

pressure, gas, etc. 

b. Water i) needed for the instructor's desk and one sink for each student 
dcuk. Windows should ba equipped with blackout shades for use with 
certain optics experiaents. The walls should have shelving, glass 
enclosed, 18 to 24 inches deep and drawers for storage beneath. 

C^ Environment 

Rooms should be cliaate controlled and acou*-'^ ical I y treated. Lighting must 
be adequate for reading and rheostat i cal I y controlled. 

D. Utilities 

Electrical power should be adequate for lab. In addition, gas and water at 
students' desks. 

BIOLOGY 

A. Functions - Activities of teachers and students 

I. The use of lecture, demonstration, audio-visual , and field trips. 

Laboratories are to offer individual instruction. Use of microscopes, 

slides and equipment will require adequate storage. 

8. Furniture, Equipment and Instructional Materials 
I. Classrooms 

a. A raised demonstration desk with gas, electricial and water outlets 
and a built-in overhead projector. A sliding blackboard with no less than 
96 square feet of space; pull down type screens and charts mounted 
permanently. The angle of the screen should be considered in order 
that distortion be minimized. 

b. The back wall used for storage and display area, with glass-front 
cabinets that can be locked. The tide walls should be lined with 
adjustable book shelves and a built-in counter, twelve feet in length, 
formica- covered, with cabinets beneath. 

c. Equipped with "black-out” shades and all electrical switches wired to 
a master panel at the demonstration desk. Conduit for television 
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should hs piscsd in ths roots. Sinks snd si! alMobins st the deiions- 
trstion desk, should be tesd-Ujed end the top should be resistant to 
acids snd sikilis. Doors i» the rooa should have windoMs snd should 
be equipped with locks. 

2. Lsborstory re^uireaents 

s. Tables for dissections shoiild be equipped with electrical outlets, 
^ss outlets drawers for lab equipaent. The tables should be 
>^'^/ertd with soapstone or other aaterial resistant to abrasion and 
t;heaica1s. The ^estonstrat ion desk should ha/e sink, electrical and 
gas outlet. Under the windows, lining one wall, shall be a foraica 
counter with no less than six water outlets and sinks; all sinks 
should be resistant to acids and stains. 

b. in the back, built-in 30 gallon aquar i ua-ter! ar i ua with lights, 
drains and water outlets. Electrical outlets for puaps should be 
adjacent; the rest of the wall space should be shelves with cabinets 
beneath. 

c. Chalkboard space should bo no less than db square feet and deaons- 
tration desk should be raised. 

d. The Zoology labs should be equipped with vats or concrete tanks at 
the rear of the rooM with hoods for fumes to store specimens in 
foriuaidehyde. 

e. One small laboratory is needed equipped with 10 individual tables 
with cabinets overhead (lockable), sinks, electrical and gas outlets. 

f. Display cases should be provided along corridors so that things of 
special interest may be displayed to the students and the public. 



C. Environment 

Climate controlled and acoustically treated 

D. Utilities 

Qas, water and electrical facilities should be as described in section B, 
with water and electricity provided also in the storage room which would 
serve as a prep room. 

SPECIAL EQUIPMENT NEEDED 

A. Darkiuom 

A darkroom should be located in the science area, available to anyone on the 
faculty, built with triple baffles to exclude .ight and with adequate sink- 
washing apparatus. Space should be provided for large enlargers and other 
equipment; electrical outlets should be available. Four people should be 
able to work at one time. 

B. Teaching Auditorium 
Scheduled N - 6 hours per week. 

IV. ST0RA6E 

A. Physical Science 

Six hundred square feet of storage is needed with cabinets, shelves, drawers 
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and work tabla: also a sink, watar and flas fad I it las art naadad. This rooM 
should ba adjacant to tha physical sd*nca classroo«s and should ba accassibla 
froM two of tha classroons. 

B. Chaaistry ' 

A singta storarooa to sarva all chaaistry labs is adaquata and should contain ^ 
at laast 300 squara faat. This would contain an add pit which aust ba laad- 
llnad it not on ground floor. 

C. niysics 

Storarooa - 600 sq. ft. (400 sq. ft. ainiaua) adaquata shalving 

D. Biology 

Adjacant to aach laboratory connactad by a door to tha front of tha lab should 
ba a praparation and storaga rooa, aquippad with watar,alactricity and countar 
spaca. This naans at laast two storaga praparation roons. Two hundrad 
squara faat par storaroon should ba adaquata, with ona storaroon sarv ing two 
I aborator ias. A larga door would ba naadad, opaning to hallway, to handle 
zoology spacinans. A cosmarcial type greenhouse (200 sq. ft.) should ba 
adjacant to tha Botany Labs. 

V. RELATIONSHIP WITHIN THE SPACE OR AREA 

A. Those prograns that are closely related 

1. Laboratories 

Botany and zoology labs to forn a larga block around whiclit tha other 
science labs should ba located. 

2. Classroons 

Should ba located near tha science conplax. 

3< Teaching Audi tor iun 

Accassibla fron all science areas and ba easily accassibla fron outside 
tha boi Id inp as wal I . 

4. Display 

a. Prina areas of display would ba tha entrance ways to tha science 
auditoriun and to tha planatariun. Recessed display areas 8* x 4* x 12*. 

b. In tha hallways recessed display cases; two for physics, two for 
chanistry and two for physical science. 

c. Six or eight displs^y cases for biology are naadad in tha hallways; 

4* X 4* X l». 

d. Spaca should also ba provided for an aquariun of sufficient size to 
attract intarast; wall lighted and centrally located. 

B. To tha entire canpus 

Tha science conplax should ba acceiiibic fres •Oit any other instructional 

area. 
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SOCIAL SC lENCE 

i. PHILOSOPHY 

A. Pyrpotct 

A knoMUdgt of tht nocioi tcitncot hot botn dtititilntd to b« Ofttnilal at a 
batit for an ahlightanad cltlzinry. 

B. Objectivot 

To provida tuch facikitiat which will ancoapatt an ataotphara tuitabie for tha 
intallactufil ttiauiation of both ttudanty and faculty in their ttudiat of tha 
hittorical davalopaant of aan. 

II. INSTRUCTIOHAL PBOOBAM 

A. Courtat 



1. Aaarican History 

2. Wattarn Civilization 

3. Sociology 
Econoaict 

5. Psychology 

6. Education 

7 . Oovarnaorit 

B. Butir.att adainittrat ion 

B. Activitiaa 
I. 



2. 



Taachar 




a. Lactura, daaonttration, illuttration, uting tha 

b. Suparvition of ttudantt* clattrooa work 

c. Tatting, grading and chacking attigmiantt 

d. Study and preparation 

a. Countaling and individual inttruction 

f. Neatingt and confarancat 

g. Baportt ind plant 


blackboard, ate. 


Studantt 




a. Nota->taking, analyzing, guattioning end ditcuttion of Material 

b. Practice at datk and blackfcjard with occational daMonttrationt 

c. Review of tattt and attignaantt' 

d. Exaal nations and aaka-up work 



C. grouping 

I. Social tcianca clatAat - thirty (SO) ttudantt 

2* Lactura'daaoiistration clattat - thraa hundrad to fiva hundrad ttudantt 

D. . Tiaa Nodulat and Schadufa 

Thrto hourt par watlt, ainiaua 

E* Nithodt of Inttruction 

I* Lactura 
2* Oaaoattration 
S* Oiacuttion 
%• Oitcovary 

•to-- 
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F. Enrol t«tBt Frojoctiont for 5,000! pTE 

2fS00 - S,000 studonts 
6. Nuabor of Rooms or Spacos 

I . Tan (iO) standard cUssroosis 

2. Usa of a taaching auditoriuii four to six hours per Meek 

n I . SPACES OR AREAS OR ROOMS 

A* Functions - Activities of Teachers and Students 

1. Students Mill take notes, refer to texts and Mork problens, deaonstrate 
the soiution of problens on the blackboard, hear lectures and observe 
dononstrat ion, training devices and prepared prograns in novies and T.V. 

2. Instructors Mill be lecturing, demonstrating training aids and giving 
exanples of procedures and concepts on the blackboard or by the use of 
audio-visual eguipnent. 

6. Furniture, Equipnent and Instructional Materials 

1. Thirty (30) tables and chairs in lieu of arn desk chairs 

2. Mounted panels on slides on a raised platforn, three to a side, SO" x 90", 
on rail 5' in the center a peraanently installed screen and loudspeaker 
for audio-visual presentations. 

3. A raised pUtfora one foot above t*ie regular floor level Including a 
lectern Mith aanual controls for audio-visual aedia. 

q. A bock cace 6' x 6' x 2' to be installed Mith locking sliding doors for 
the cental naent of artifacts, globes and other aaterials. 

5. Six aaps and charts aounted on six sliding panels. 

C. Environaent 

Cliaate controlled and acoustically treated 

0. Utilities 

1. Electrical receptacles (110 V) In front and rear of classrooa. 

2. Large conduits or crsMlMays should be installed to alloM for TV and 
coaauni cat ions equipaent. 

3. An installed vacuua cleaning systea Mould expedite cleaning halls, rooas 
and chalk trough and erasers. 

E. Teaching Audi tor iua 

Four to six ^ours per Meek 
IV. StORAOE 

Each classrooa should contain a storage cabinet 6' x 5' x 2' installed Mith lock- 
ing doors for storage of artifacts, globes and other Materials. 

V. RELATIONSHIP WITH IN THE SPACE OR AREA 
Located in the acadeaic coaplex 
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A G B I C V L T U R A L M A CIl I N E B Y T E C H N 0 L 0 G Y 



I. PHILOSOPHY 
A. PuriH>s«s 

Th« progriil In Agricultural Machinery Technology U preeently being developed. 
Sti priaary purpose is to train young aen for eaployaent In the agricultural 
aachinery industry upon graduation froa Polk Junior College. 

i. Objectives 

1. To provide practical training as well as theoretical knoMle<lge of machinery 
used in agriculture. 

2. To provide practical applications for the students In the agriculture 
production programs. 

II. I HSTRUCTiOHAL PROGRAM 
A. Courses 

1 . Agricultural Mechanics 

2. Agricultural Power 

9. Agricultural Machinery and Equipment 
q. Internal Combustion Engines 

5. Industrial Hydraulics 

6. Dealership Management 

7. Diesel Fuel Systems 
* 8. Service Shop 

9. Irrigation 
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8. Activities 

Students will be Invilvod In individual and group work. This will consist of 
assembly, operation, calibration, service and testing of engines, tractors, 
hydraulic systeius and agricultural implements. Welding, painting, metals 
working and woodworking will also be an integral part of the shop work. 

C. Grouping 

lecture sections will be held to a maximum of 80 students. Absolute maximum 
for laboratory sections is 20 students. 

D. Time Module and Sched 1e 

Time spent In each course will vary. However, a large part of the time will 
be spent in the laboratory. Generally each course will consist of 50 percent 
lecture and 50 percent laboratory. 

E. Methods of instruction 

Laboratory, lecture, demonstration and field work 

F. Enrollment Projection 
leventy students 
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Q. ktiiilifr 0f Rpows or Spocot 

i« Dot locturo irton 

2> 1fife»orotor]f 

3. Ono hydrouUs «nd diotot Uborttory 

3. aotol Slid Moodttorking shop 

S. Ono sorvico shop 

3. Ono otorogo building 

7. Ono offtco 

III. SPACES OR AREA3 OR ROOMS 
Locturo Room 

1. Function 

Tbit opoco Mill houfo locturoo for ogricultural ■ochinory courooo. Donon- 
•trotiono ond visual aids Mill bo uood to facMitato data discussiontt 
Tho focua of tbo rooii ahould bo on ibo instructor and visual aroa. 

2. Furnituro, Equipaont A Ivnstructional SMtorials 

a. Thirty siudoint stations 

b. Slido A Motion picturo projection facilitios 

c. OoMonstration sfido rulo 

d. Storage tree for snail dononstration oquipnont 
0 . Overhead projector 

3. Environnont 

Tho rooa should bo moII lighted Mith conploto clinato control, 
q. Utmtios 

Nornal classroon nocossicius 

220 volt - single phase and three-phase poMor outlets shoutid be available 
0. Engines Laboratory 
I. Function 

Thif‘ space mMI house gasoline and diesel internal conbustion o'.tgines, 
autonotive electrical and fuel systiKSs. The necessary testing and service 
equipnent Mill also be ho'jsed iis this area. 

2« Furniturot equipnent and instructional naterials 

Engliles, work tabtes» valve grinder* generator-regulator taster, dls- 
trifiutor teeter, boring bar, o'lglne stands, snail tool storage, etc. 

I. Environnent 

toed tlghting facilities should be provided. Rood ventilation and proper 
exhaust syatM for the engines are a necessity. 

q. Utilities 

a. Chalkboar# and desk 
f. Eleetrteal outlets 

c. Caressed eir outlets 

d. IVevision for weshing hMds 



c. Hy^ranlie €fi4 Alittl Ufcor«t«ry 

1. function 

This aiitet will houso indutirinl hy4lrouMc and dtasal Injection coaponantt 
and taat auuipaont. Tha otvdonta mMI work at individual and groups in 
tasting and »arv Icing hydraui tc and diasal ag^ip«aot» 

2. furnitura, fguipaant and Instructional Natariais 

Tractor hydraulic systaws, hydraulic transaissions. diasal puaps and 
injactors, fluid circuit aiiparatus. flow ratar, diasal fuap tast stand, 
work tab! as, ate. 

8. Environaant 

Tha spaca should ba dust fraa and ciiaata control lad 
Utmtias 

1 . MO volt and 220 volt singla phasa outiats 
u. 220 volt throa phasa outiats 

c. Coaprastad air outiats 

d. Tool storags 

a. Chalkboard 

f. Handwashing facilitias and watar outlat 

D. Natal and Woodworking Shop 

1. Function 

This spaca win ba usad as a laboratory for touching tha skills of welding, 
aataiworking, woodworking, plumbing and painting. Tha ar^a is dusty and 
should ba soalad from other areas. 

2. Furniture, Eguipwant and Instructional Materials 

Six alactric arc welders, six oxy^acaty lane welders, two grinders, 
hydraulic press, table saw, radial saw, band saw, drill press, work 
benches and storage facilities. Natal and luobar storage should also ba 
provided, 

3. Environwant 

Sufficient ventilation should be provided to ranovo dangerous fuaas and 

ha 

H. Utmtias 

a. Single phase and three phase power 

b. Codprassed air outlat 

c. Frovision for handwashing 

E. Service Shop 
}. function 

This space wilt be usad as a leboraWry for studying, servicing and tasting 
large units of agricultural agui pliant auch as tractors, sprayers, disk 
harrowi, bat era, aU. Space about d be provided for students to work with 
at least tah tractors slauttanaousty. A paint rood shoulljitso be pro- 
„ vidad,' ^ 
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2. F«riiltur«t E<|ui^i«nt iod Instruct $o««1 Nfttcr|sU 

f^yo^HQiMtsr, Icnotttr, drill prssst frlndsrs, vtive grinders, nuesrous 
simH tools, otc. 

* 

S. D^ulroi^ont 

... ^0 •■> 

lidegsott vonii lotion .nd ongino oxhoust systso should Im provided 



4. UtmUes 



a. Single phase a^'* three phase outlets 
h. Hand Mashing facilities and water outlets 

c. Coaprttsed air cutlets 

d. Extension lights 

e. Snail tool storage 



F. Storage Sullding 
I. Function 

To provide storage for tractors and other large pieces of agricultural 
eguipnent loar’od to us by the nachinery conpanies* Sasol, ine, oil and 
grease will also be stored in this area. 

2* Furniture, Eguipneni and Instructional Materials 

Tractors and other large eguipisent 

S. Environnent 

Well ventilated 

4. Utilities 

a. Water supply 

b. no volt outlets 

g. Offices 



1. Function and Environnunt 

Sane as that listed under faculty work areas. This office should be 
located in the sane building as the nechanical shops. 

2. Furniture, Eguipnent and Utilities 

Sane as that listed under faculty work areas. 

IV. STORME 

Hunbor, Types and Sizes 

1. Horizontal lunbtr and natal storage 

2. Vertical lui^r and netal storage 

S* Nachijnery and electrical parts storage 

4. Hats, bolts and nail storage 

5. Eoint, grease add gasol Ine storage ^ 

S. d^anb I ng storage 

7. Hand tool storage 
S. Urge dguipneni storage 

0.: Inplanent storage (tractors, spray rigs, etc.) 
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Mi*# «nd •ci'irtty 6f this tyf« f^aratioit, H MO^ild b« advUbbl* to tocato 
tbit abbp batr tico adiO. of tba caapua. 
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ANIMAL SCIENCE 

I. PHILOSOPHY 

A. Purpose 

To prepare students who will be equipped to actually engage ire the production 
of aninal products, with special emphasis on cattle husbandry, in view of the 
importance of beef cattle production to the general welfare of this area, this 
phase of husbandry will receive major attention, however, a broad general 
understanding of the whole field of Animal Husbandry will be included in this 
program. 

B. Objectives 

To develop students who are equipped with the fundamental knowledge required 
to engage in a practical program of animal production. This will include a ^ 
study of breeding, feeding and management, and marketing along with servicing 
for consumption. In this rapidly and ever changing field of science it will 
be important to not only learn of preferred practices of the moment but how 
to keep abreast of the new developments which will be of value in promoting 
efficient production practices. The ultimate objective of all activities in 
Animal Science is the economical production of animal products useful to man. 

II. IHSTRUCTIONAL PROBRAM 

A. Courses 

I. Introductory Animal Science 
Animal Nutrition 

S. Animal Breeding 

4. Animal Diseases and Pests 

5. Marketing Animal Products 

6. Forage, Cover and Brain Crops 

7. Soil Science and Fertilizers 

B. Activities 

Lectures, discussions, demonstrations and field trips. The use of chalkboards, 
movies and film strips, charts and graphic material. 

C. Brouping 

In view cf the necessity for instruction outside the classror>*n, each group 
should be held to a maximum of 20 students. 

D. Time Modules and Schedule 

While some of these courses may be handled as three hourly sessions pur week, 
others may be better handled as two hourly sessions plus a two or four hour 
laboratory (field trip) Weekly, depending on the hours of credit to be given. 

E. Methods of Instruction 

Lectures, demonstrations, carefully planned and conducted field tr’os, group 
discussions, searching for newly recommended practices, self stedy and Indi- 
vidual instruction. 

F. Enrollment Projection, as many as 50 to 100 







S- Hunber of ROomt or Spacot 

Ono room of iufficiont iUa to permit Mating of atudenta at tablet where 
Individual work nay be done. Room should p'-ovlde space for storage of teach- 
ing aids. 

Ml. SPACES OR AREAS OR ROOMS 

A. Functions - Activities of Teachers and Students 

Regular lectures, demonstrations and discussions will be scheduled In the 
classroom. 

B. Furniture, Equipment and Instructional Material 

1. Classroom 

a. Tables and chairs rather than conventional desks 

b. Instructor’s demonstration desk 

c. Large chalkboard 

d. Shelves for pamphlets and magazines 

0 . Cabinets for teaching aids 

f. Sink assembly 

2. Special Equipment 

A bus to provide conveyance for at least 25 students on field trips. 
Explanation - since this is a technical or practical fvrograsi, the impor- 
tance of field trips to existing livestock enterprises in this area cannot 
be emphasized too strongly. The cost of building and maintaining barns, 
sheds ^nd equipment for handling an assortment of livestock plus the 
livestock and feed and labor for keeping these animals would be pro- 
hibitive; thus, the necessity for field trips becomes apparent. It is 
hoped that local producers will be willing to cooperate with this program. 

C. Environment 

A typical well-appointed classroom with proper lighting and air control. 

D. Utilities 



Electrical outlets for liO-120 voltage will be required. Water and gas will 
be essential. 

IV. STORAGE 

A. Number, Types and Si?« of Items 

1. Cabinets at least 5 feet Hide, 6 feet high and ? feet deep for storage of 
charts, maps and other teaching aids. Two of these will require shelves, 
one may be without shelves. These cabinets should have locks. 

2. Typical sloping shelves for storage of pamphlets and maonzines. 

3. Shelves for storing books. 

V. PELATIOMSHIP WITHIN THE SPACE OR AREA 

A. Close to or part of other agricultural progress which are closely related. 

I. Consider relationship with biology and chemistry as the possibility exists for 
coordinated utilization of some equipment. 
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BOOKKEEPING 



I. PHILOSOPHY 
A* Purpoict 

Tht study of bookkosping both directly and Indirectly Contributes to the 
enlightened citizenry. Many typea of problens ere encountered In the class- 
room. In order to solve these problems, the student must be thoroughly 
skilled In the ert of communication so that he may interpret the problem 
correctly. Fundamental principles of reasoning are. developed in order to 
come to the correct conclusions for solving these problems. In the class 
discussions of these problems such time is devoted to the philosophy of our 
free enterprise system. 

B. Objectives 

In the study of bookkeeping a number of skills are involved. First, the 
arithmetical skills must be increased. Second, the st lent must learn to 
analyze problems and arrive at the correct solutions. However, the ultimate 
goal is to help the student acquire a skill that will encbte him to find his 
place in society and advance according to his abilities. 

II. IHSTRUCTIOHAi. PROGRAM 

A. Courses 

Double Entry Bookkeeping 

B. Activities 

Lecture, demonstration, individual instruction, group instruction and students 
working under supervision. 

C. Qrcuping 

Large tables in conventional grouping - these may be regrouped according to 
the type of instruction. 

The tables should be approximately 36” x 21". Space should be provided for 
approximately 30 tables and chairs with adequate aisle space for the instruc- 
tor to circulate. 

D. Time Modules and Schedule 

The class period shall be one hour - three times per week. 

E. Method of instruction 
Covered above. 

F. Enrollment Projections for 5,000 FTE 
Sixty to eighty students. 

Q. Number of Rooms or Spaces 

One classroom and a room equipped with several large tables and three or four 
adding machines used in the classroom. 
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Mi* OR AREAS OR 

A. Function* - Activities of Toschors end Students 
Covered ebove 

B. Furniture, Ei|uip»ent end Instructionel Heterials 

tables should be approxioetely SB* x 21” with adjustable chairs which are 
foaa cushioned. Wiring for iO electric outlets at tables. Moor installation. 
Chalkboard acroas the front of the root. Hap railwith hooks for wall charts 
Lectern 

72” cabinet with shelves and lock 
File strip projector 
MovI li projector 
Overhead projector and acreen 
Skill builder 



C. Environwent 

Windows are not necessary 
appearance. 

D. Utilities 



however, the roo« should present a pleasant 



Wiring should be adequate for' all types of visual aids. 

CliMate control, with adequate lighting 

iV. ST0RA8E - to house iteas listed above 

V. RELATIOhSHtPS WITHIN THE SPACE OR AREA 

A. To those Prograns Which are Closely Related 

All the business education classrooas should be located in one building with 
instructors' offices adjacent to the typewriting and office Machines roens. 

B. To the Entire Broup 

Business education classrooas should be centrally located. 
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BUSINESS DATA PROCESSING 

i. raiLOsom 

A. PiirpOM* 

This progrw It not in optrttion nt tho prostnt, but aty bt nttdtd in th# 
futurt to provido instruction in tbo oxptndinp fioid of data procassing. 

B> Objactiva 

Tha objectivt of this program will ba tha praparati;>n of trainad data pro* 
cassing parsonnpl who can ba iaaadiataly productiva in various data procasslng 
Jobs. Tho data procassing eguipaant can also ba usad for school racordt. 

II. INSTRUCTIONAL PROfiRAM 

A. Coursas 

1 . Kay punch I and 1 1 

2. Tabulating Equipaant i and II 

3. Introduction to Coaputars 

N. Coaputar Prograaaing I and II 
5. Bus inass Organization 

O. ElactrO'Machanical Machinas 

7. Accounting I and li 

8. Advanced Computing and Prograaaing Systaas 

9. Coaaun i cat i on Skills plus other related coursas * 

B. Activities 

Lecture will ba held to a ainiaua. Tha aajor activity will center around tha 
aachinas where tha students will engage in tha actual operation of tha equip- 
ment. 

C. Orouping 

Tha classes should be held to a maximum of 15 because of tha individual 
instruction necessary in this type of program. 

D. Tima Modules and Schedule 

Certain coursas will require more time than others. Tha average time spent 
will be one hour in Isctura and four hours in tha laboratory par weak. 

E. Methods of Instruction 

Thera will ba intensive laboratory instruction, individual conferences and a 
^ minimum of lecture. Audio-visual equipment will be used. 

F. Enrollment Projection for 5,000 FTE 
Forty-five students 

8. Number of Rooms or Spaces 

A lecture room aiid laboratory. This program could be worked in conjunction 
with the office machines. 

III. SPACES OR AREAS OR ROOMS 

A* Functions 



i 



tlm lA^ratirjr will tot pl»M af liulivUlaal work and iaforaal MMiont. 

!j ' ^ 

I. Furaitara« IqalpiMnt and Inotructional Matarial 

Tkit arofria will rafySra a fully a4U,^p^ad laboratory with tha following 
agylfwiant: 

1. Card punch aachlna 

2. Coaputar 

S. Lina Fr intar 
h. Paproducar (ftang punch) 

5. intarpratar 

8. Sortar 

7. Accounting Machina 

8. Collator 

9. Punch var if iart 

10. Panal boarda and wiring for: 

im 519 ttang punch 

IIM 557 Intarpratar 

ilN 802 or 807 Accounting Machina 

IBM 89 Col lator 

11. Laboratory tablaa and chairs for wiring panals. 

Tha lactura room for prasanting problaas should ba aguippad with an ovarhaad 
projactor for projacting. foi Is of tha wiring panals prasantad to tha class 
prior to laboratory work. 

Tha lactura room should also hava an ovarslzad projaction scraan to ba usad in 
instruction. 

C. Environaant 

Classroow and labortory should ba cliwata control lad with provision for sound 
controls. 

D. Utilitias 

Elactfical sarvica of 110-220 volts will ba raguirad for aguipwant. Wash* 
room facilitias should ba locatad naar by. 

IV. ST0RA6E 

A. Nuibar, Typas and Sizas of I tarns 

Ona larga storaga roosi for supplias such as punch cards in assantial. 

B. Siza of Storaga Araa 

Storaga rooa of approxiaataTy SOO aguara faat will accowwodata tha data 
^ procassing prograa as wall as tha offica aachinas. 

V. REUTIONSHIPS WITHIN THE SPACE OR AREA 

A. Data procassing and offica aachlnas ara closaly ralatad and could utiliza tha 

iaaa tpaca. 

B. Naar tha Library 

Tha coaputar rooa will ba utilizad also by tha Ragistrar'a Offica and should 
ba locatad naar by. 
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CITRUS EDUCATION 



I. PHILOSOm 
A* Purpose 

EducatP ttudtnis to ontor iho citrus industry, or clossly folstod agri* 
cultural industrias, in tMo yaars; and to ba aguippad with tha fundasantal 
kno^ladga « practical and thaoratical - to coipata succassfully for what is 
prssantly thought of as *aid-aanaga»ant” Jobs* ^ 

I. Objactivas 

To ba adaguataly aquippad with classroow and laboratory spaca, along with tha 
nacassary aguipaant, in ordtr to train spacialists who will ba accaptabla to 
tha citrus. 

ii. mSTRUCTIONAL PtOfiRAM 

A. Courses 

1. Citrus Culture 

2. Soils and Fartilizars 
. 3. Citrus Past Control 

I. Citrus Nutrition 

5. Citrus Narkating 

6. Citrus Processing 

B. Activities 

1. Teacher 

Depending on tha type of course, the instructor will either lecture or 
supervise laboratory work. All teaching will attaapt to bring about 
group d iscuss ion and participation. 

2. Students 

During a routine lecture, tha student will sit with his group at a table. 
At tiaas, plant aatarial, etc., will ba presented for exaai nation during 
lecture. During a laboratory period, the student will work at assignaants 
which will aova hia about the laboratory to aaaiuring devices , aic- 
roscopas and chaaical analysis (soils). 

3. Grouping 

Students will ba seated at tables during lectures; individual work will ba 
stressed in the laboratory. Certain types of laboratory work, however, 
such as (isieg an oven or weighing out saaples, will have atudents aoving. 
around constantly during laboratory periods. 



%. Sizes 



there will probably be about twenty students per class -certainly not 
aore than twenty for *aboratory work. Certain night courses could con- 
ceivably have IS- BO per class, however, and this would probably necessi- 
tate a 1 aria el aaarooa. 

0. Tlae Modules and Ichedule 
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E. of Initfiietloii 

A loct«ro-»*orkihop tyM of orofrM. Uto of coafloto ootf lo-vitool o^itpMot 
con ko utilizod wkon ovolUkto. ”ln1oto ond ootlots* tkot Mill ko mod In tho 
foturo ohovld ko Incorpefoiod In tho orlflnot otructoro. 

F. Enronoont Frojoctloos for 1,000 FTE 

A projoctod onrolloont, olnco no procodont Mi thin o Junior collofo con bo 
ostoklUhod, Is difficult to oseortoin. Top onrollaont Mould rot oxcood 100 
students. This oiist ko tomod os "hlihly spociollzod” trolniof ond sinco 
•ost studdnts oust ko offorod oaployoont opportunity Mithin tho citrus froMlnp 
Oroo of Florido, this Mill nocossorily roootn o saoll proflroa - porhops 
groduotiitf "tMonty" students o ytkir. It con novor ko coapofod Mith o progroa 
thot doos not stress toralnol oaployaont. 

g. huokor of Rooas or Spocos 

One lecture rooa ond one lokorotory ond o saoll rooa soporoti iig the tMo which 
night olso ko used by tho entire technicol division os o roodlnt or "ponphlet^ 
rooa. 



li. SPACES OR AREAS OR ROOHS 

A. Functions • Activities of Teochers ond Students 

Routine dosses will be scheduled in tho clossrooa ond lokorotory work in the 
lokorotory. The clossrooa should he odjoining tho lokorutory. Theoreos for 
propogoting should be located os close to lokorotory os possible, should 
consist of both nist beds ond exposed nursing oroo. 

I. Furniture, Eguipaent ond instructional Noteriols 

1. Clossrooa 

0. Tobies (having electrical outlets for nicroscope use) ond choirs, 
rather then conventional desks. 

b. Instructor's denonstrotion desk 

c. Overhead fluoiascent lighting 

d. Cholkkoord 

2. Hooding Rooa 

0. Shelves for aogozines, poaphlets and books 

b. Urge conference toblk 

c. lulleting board 

S. Laboratory furniture 

0. Shelving on two sides, with wall counter for work space ond storage 
underneath. 

b. Two large, central tobies (or series of tobies) for cheaicol analysis; 
wall sink odseably 

c. Shelving for cheaicots ond supplies in separate Oreo to rear of the 
rooa 

d. Cholkkbord 
k, Lokorotory 

0 * Nuaerous gtosswore, cheaicols and aiscelloneous apparatus 
b. Hydrogen ion, pH aoter 
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e. 

4* (•UriMttr 

t. Tipfi tUrcMiUrotottet wItN «•••• §i4 illMiiiiatort 

f. Mffit 
f. FIm* |iiot«Mt«r 

h. tlialttr 

i . ItlMMt 

J. Iriiiitr 4M tvtn 

S* i f nlixtt »f tvffieitiit six* to ^rovNo «itt hodt «imI control ltd oxMrl- 
■onto no ooodt root nod twig dovolofoont. A oitt hod of S' x 90* total 
orci ohoffld ho ovoilohlo. 

I. Oitoldo Nortlng Aron 

t. thooU ho ot looot i Aero 
h. Novo ootor for irrifotlon 

c. toitihlo toil oroo, if oott1hlo» for trowth 

d. Locbtod to that cooooreiol bootort eon bo used for frost orotociion 

C. Envlromitnt 

Air control, xbito intoriort no Mindoos noeoistry 

D. Utilitlos 

1, las ffsttots for lohorotory 

2. 110 &€ - tin volts for furnoco 
I. Sink ossoDhly for lohorotory 

A. Closorooo oloetricol outlets ot tohlos for oicroseope use 
IV. STOKAOE 

A. Nunbor, Tyoos and Slxo of Itsos 
Soo Fort Hi 

I. Sixt of Cohinots or Shelving 

Soto under lohorotory furniture. Nuoerous shelving end cobinets will be 
regulred, os In o routine cheoistry lohorotory. A sketch is ovoiloble when 
ond if rekuirod. 

C. Sixe of Storage Areas 

Two storage rooos within the loborotory. One 200 square feet for storing 
cheoicols and sooll iteos. Another iOO square feet for larger iteos, cooplete 
with sink osseobly ond regular shelving for soil soaolest etc., ond niscell- 
Oneous tools. 

V. mATlONSHIFS triTH THE SFACE Ok AREA 

A. to thoeo grog rons which ore closely related - (iince these rooos could be used 
on botany lobs and/or lecture rooos, it would bo advisable to be near the 
biology loborotorios. 

i. To the entire coogus « should be located near the library and the exact 
sciences* 
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ELECTRONIC TECHNOLOOT 



I. MiiLonniy 

A. PvffOMS 

Tlili prOfrMB is not in oforntion kst should bo considsrod since electronics is 
noM one of the tergest industries In the country. 

I. Objectives 

1. The Min objective of on electronics technology progrsa is to prepsre 
techniciens who cen assist the engineer In the laboratory. 

2. techniciens are eaployed by industries engaged In production of eircreft, 
shipbuilding, aissi la reseerch and production, eutoaeted aechinery end 
eaulpMnt, etc. 

. i ’ 

i i. INSTtUCTIOllAL PROttAN 

A. Courses 

I. A-C circuits 
2« D-C circuits 
t. leeic electronics 

Industrie! electronics 

5. Electronic circuit treeing 

6. Electronic circuit design end enelysis 

7. Redio freguency circuits 

8. TV circuits 

8. Efectricel end electronic instruaents 

10. MetheMtics, physics, aechenics end other closely reieted courses 
g. Activities 

Lectures will be held to e ainiaua. A technicien aust know how to use aodern 
eguipMnt, to Mke circuit Mssureaents end to interpret reedings properly. 
These skliis aust be leerned by doing, in e well equipped ieboretory. 



C. grouping 

Since e lerge portion of Ieboretory work wMI be individuel instruction, the 
ciesses should be held to e Mxiaua of 15. 

0. TIm Nodules end Schedule 

TiM spent in each course will very but the Mjority will consist of one hour 
lecture with two-2 hour leboretories. 

E. Nethods Of instruction 

Nlniaua of lecture, Inteoilve laboratory instruction using electricel eguip- 
Mnt and eudio-visual aids. 

F. Enrol iMht Projections for 5,000 PTEl 
Sixty students 

8. Ruaber of Rooas or Spaces 

One lecture rooa and one laboretory 
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M L tTACEt M AIIAt OR 

A, FttfietlMt - AetlvItUf of Toichori ond Itydonto 

Ifiitroctort and ttodonU will bo Involvod lit Inforool mmIooo and laboratory 
work. 

I. Furnitarot EdolRWont and initrvctlonal Matarlal 

Coabloto laboratory with work bonchoa. Ifulbaont too ituooroua to Hat at thia 
tiaa will ba noodod. 

C. Envlronoant 

Tha claaarooia and laboratory ahould bo cllaata control lad. 



D. Utllltlaa 

Electrical outlata for 110-220 vol tag# will bo rogulrad. Waahrooa facilitlaa 
ahould bo located near oy. 



IV. 8T0RA0E 

A. Ruabor, Typaa and Size of Itaaa 

Individual atoraga cablnata ahould bo provided for IS atudant atatlona. 

R. Size of Cablnata or Shelving 

Student atoraga could bo built under workbanchaa 
36” high, 36” wide, 26” deep 

C. Size of Storage Araaa 

Tha agulpaant atoraga area will require a rooa of approxiaataly 350 aquara 
feat. 

V. RELAtlORSHirS WITHIN THE SFACE OR AREA 

A. To thooa Frograaa which are cloaaly related 

Elactronica technology and phyaica are vary cloaaly related. Theta two 
prograaa could ba Integrated into one laboratory. 

6. To tha Entire Caapua 

Near the library and near tha aciance building. 















ENGINEEBING TECflNOLOGlES 



I. nilLOtOFMY 
A. furpoM 

in kMptng Mith th# ovtrnll philosophy of folk Junior Collogt, tho Enginttring 
Jopartiiont totks to oguip tho studont with tho basic knoMlodgt noctssnry to 
Mot ono of tho following goals: * 

..v-^ 

1. Transfer to a senior anginaaring cotlaga 

2. Enter tho anginoaring or construction industries as a edapatant tech- 
nic i an at the and of two years 

I. Objectives 

The courses in this field should give a student broad aathenatical , scien- 
tific and technical concepts and experiences which will enable hia to solve 
specific probleas in his desired vocation. 

li. IhSTRUCTiONAL PROORAH 

A. Courses 



i. 



Those listed in the I905>66 Catalog plus possible future courses in aechenical 
engineering technology, electronics, instruisentation, or any other appropriate 
areas of need in folk County. 

Activities 

I . Teacher 



laaediate use of visual aids and resource aaterials in classes. The 
teacher should be able to control all of the inside environaent froa his 
station. 

2. Students 

Taking notes, working deaonst rat ions and coapleting probleas in drafting, 
statics and surveying. 

C> Croup ings 

ii4ost lectures will be held to a aaxiaua of 29 students for aore individual 
attention. Materials testing labs will also be saall. However, drafting labs 
aay be as large as 98 since the student will be largely working on his* own 
with occasional help froa the professor. 

0* Tiae Schedule 

It is hoped that all lectures aay be scheduled in the aorning hours while 
tabs will be in the afternoon. Most classes will regii ire only one lecture 
and four hours In lab per week. 

E. Methods of Instruction 

Laboratory, lecture, daaortstration, fieldwork 



f. Enrol laent frojecilon 
SSO studenta - full tiao 
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0. NuMbtr of Spacoii 

1. TWO drafting 1ab« - Ucturo tbocot 

2. NoforliU tooling Ub, lociuro, <lo«onttr«t ion area 
9, One ganarat ciaotrooa 

9. Ona conforanco 

SPACES AND AREAS 
A. Drafting 

1. Functiono 

Two drafting iaboratoriao with 21 otudont otationo aOch. Thooa tabo 
should bo to das ignad that thay iay ba opanad up as ona unit whan nac- 
assary. These spaces will ba used for drafting laiis and lectures. If 
pyssibla, the rooa should focus on the Instructor and visual aids area. 

2. Furniture, Equipnant and Instructional Materials 

a. Visual aids 

(1) Overhead projector 

(2) 9b «M slide projector 

(3) Educational TV hookup 
Ci) Ovorhaad' pul l«down screen 
(D) Flip charts 

(6) Doaonstration slide rule 

(7) Multi pi a- layer, sliding chalkboard with drafting aachina 

b. Open display areas for aock-up, charts, aodals and drawings 

c. Provision for class and laboratory rafaranca aatarials 

d. 48 S' by S* drafting tables 

a. Control and teaching station for instructor 

3. Environaant 

a. Acoustical floor and ceiling aatarials 

b. Each drafting station should ba available to the instructor without 
disturbing the other students. 

3. Utilities 

a 

a. Desk and overhead lighting 

b. ilO AC outlets every tan feat 

c. Ona 220 AC outlet for blueprint aachina 

d. Provision for electrical equipaant at each drafting station 
a. Provision for washing hands and equipaant 



8« Construction Materials and Tasting Laboratory and Lecture Space 
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r. Funciiont 

This tpac* with 2 % tiudtntt ttftiiont will bout* Ueturtt, dMiohtt rat ions 
and •xpariMfitt in Str«nf|th of Notortnls, Surveying, Construction Methods 
and Materials, Concrete and Soil Meehan ic$v Hydraulics Fluid Flow and 
Structural Steel. Provision should be aade for the sane visual aids as in 
the drafting labs, with the focus again o^,the instructor and visual aids 
area. 

2. Furniture, Eguiiusent and instructional Materials 

a. Teacher deno. stration table with utilities and provision for overhead 
vision of the table surface by the students. 

b. Provision for nixing llfuid and solid substances such as concrete, 
cenent, natrices, etc., in snail groups 

c. Provisions for at least three naterials testing nachines 

d. Drafting stations for four (H) students 

3. Environnent 

e. Acoustical floor and ceiling naterials to naintain es nuch quiet as 
possible in e testing lab. 

b. Each student station should be available to the instructor without 
disturbing the other students. 

a. Utilities 

a. Desk and ovarhead lighting 

b. 220, 1 10 AC outlets every ten feet 

c. Conpressed air available at convenient outlets 

d. Provision for electrical equipnent at each drafting station and student 
station. 

0 . Provision for washing hands and equipuent 
C* Oeneral Classroon 

1. Function 

This space will house lectures which do not require deaonstrations, experi- 
aents or drafting. Again, the saae visual aids, floor and ceiling aater> 
ials as in the labs. The focus of the rooa should be on the instructor 
and visual aids arsa. 

2. Furniture, Equipaent and Instructional Material 
Thirty student stations 

3. Environaent 

(see i. Function above) 

b. Utilities 
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NoriMil eUttr(»Mi iiMMtItitt 

EUetfical oitiltlt avary tan faat, goail ovarhaad lighting, TV hoolcug» 
haohup to aa^trat coManUfitions natwark, ate. 

0. Canfaranca Raa« 

1. function 

Thia apaca Mill bt iaad for aMlI claaaaa»aaaiinara,apacitil projacta and atudy 

2. Nrnitura 

Confaranca tabla(a) to accoai^ata tan atudanta 

3. Envtronaant 

Quiat Intel lactual araa with an inforaal quality 

R. Utmtiaa 

NoraMi confaranca rooM necaaaitiaa 



IV. STORAQE 

A. Ona workrooM with apaca for tha following aguipaant adjacent to all thraa lab- 
oratoriea. 

1. Ozalid aachina 

2. Wall -hung reproduction aachine 

3. Duplicator 
>1. Light tabta 

5. Large paper cutter 

6. Xerok copier 

7. Plan atudy table 

8. Storage for reproduction, duplication and aiaeograph paper 

9. Sink 

B. Stcrage roots t.Jjccent to all three laba with: 

1. Blueprinta atorage 

2. Teaching aida 

3. Two print atudy tablea 

C. Student locker atorage for at leaat 200 atudenta 
Each locker to be I' - 0 X l« - 0 X 2* - 0 

D. Storage reguired in teating lab 

1. In-wall atorage area for aurveying eguipnent, mock-upa, project a, teach- 
ing aide and water i ala teating eguipaent 

2. Material bine (concreie, aand, gravel, ect.) outaide but acceaaible to the 
inaide of the lab. 

S. Dead atorage for bulky iteea auch aa large aaterlala aaiaplea. 

V. RELATIONSHIPS WITHIN THE CAMPUS ENVIRONMENT 
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A* Titeiitr offlr#» iwarlijr Ant nAt iaMNlUitty MliMiMit i* Ar«ftliif roo4Mt UA aiMl 
«UttrMii. 

i. In el*M ^roxlaitr MtA mA ieltMNi «rM* 

C» A Hft «f tA« •utlri caafiit to tAtt aiif liit«riiif m 4 t tcA ml«iy ttiiiiiitt 

•r« not §«ci«1 iMlttM. 

P* Ibar atrxiea drivt far Aalivariaa 
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GiBeNIOUSE 



i. mijmm 

A. Nrp««« 

Vm OmvMAitl N«rticiU«r« CMrriciilva It AttifttA t# ^rtfart ataiaata tor 
la Ilia flali af hortiealtara aftar twa yaara af fartMl atfaeatiaa. 
Tl»a iraaaliaaaa la aaaaaiial la tiia prafaratlaa af tkaaa atatfaata. 

5* Okjactivaa 

1. To proviia worlt apaca for borticaltura ctaaaaa. 

2. To provlAo atorafo for propafatioa aaA atlioA aaaipaaat. 

II. iNtTtUCTIONAL fiOilAM 

A. Coaraaa 

Tho ^ollowinfl couraaa can bo taypht aoro affoctivaly with a iraar^hovaa: 

li frinclplaa of Karticultura 
2. Landacapa Norticultara and Daalfn 
S. Florlcultura 

A. Oraaaantal Hart leal tyra I and II 
S. Maraary 

I. Activltlaa 

Aetivltlaa wM! :nvo1va atadant work and axparlaantatlori 
I!!. SPACES OR AREAS 

A. Propss«tion 

1. arsvida alat bada (A locat Iona), water and work apaca for badding, graft- 
ing and,, catting* 

2. Provida aftar cara apaca andar tha banchaa 
S. Orowth 

i. Provida banchaa (SO”) for growth of planta andar glaaa. Thaaa banchaa 
ahoald ba concrata and ran tha fall langth of tha hoaaa. Provida for 
drainaga. 

2 * Provida dry ft^raga facilitiaa for fartil Ixar:::, »praya and othar agaipaant* 



S. Provida haat for MXiaaa winter growth. 

A. Provide aafficiant vanta (2 on aide one top) for MXlmM plant growth. 

8. Provida r *aai1iant floor (aawdaat) over toil for uutlmtm water retention, 
peat control and aaaa of working. 

0. Provida flaoraacant olactrleal llghta and oatlata for night work and 
altering of plant growth. 



c. WM-k 



1. tkrt# {ut49r ktftck) f»r toM tiprai*. Thr«# cubit ytrdi. 

2. frovlic tcfflclcnt cIipWm for ocyipMOt. 12 tkolvoi* 10* loni X S' higk 

S. froviSt S' of tpaeo pr »tu(iont for work spaeo. (St*kifk). 20 styponts. 

'''■ ' ■( ■' ' .1 i 

Ay tko kortloiltyrit profraa troot tko followint fyeilitioii wMl bo nooiiod. 
thU yboold bo tokott ioto conoidlorytlon whop plyiuiinf 1oc;ytloo of froonboyto. 

1. fottiii^ yhod 

2. Ibody hoyyy 

9. CoopoctiAf slob with roof 
S. fropototioo houto 
S. idontif ieotioA lob 
0. Lyrfo youipoont storygy 
7. Ryst rooos, showors, lockyrs 



IV. STOtAlE 

Soo Itoo iii 2b, iii 8y and 3b 

V. RELATiONSMifS WiTHiN THE SPACE OR AREA 

A. To thosa prograos which art ciosaly ralatad such as citrus, botany and 
anioai scionca. Tha groanhousa could also bo usad by tha botany dopartoont 
for propagation, growing and idantif ication of plants. 

I. To tho Entiro Caopus 

Tha groanhousa should bo locatod away froo tha cantor of activity, it should 
bo noar a sarvica drivo for dalivary of oatarials and supplias such as topsoil, 
post BOSS and fartilizar. 



BO ME ECONOMICS 



I. MIUMPNY 
A. hirpoM 

•• in op< ration at tlia prasant, but mMI ba ntaAai toon, 
ibt No«a Eeonottict prograa will praparo atuAantt for ntfvancotf atudy at a 

nonlor Inatitution and will alto of far Mieh to ttudonta wbo with courtat for 
portonal utt. 

!• Objfctivat 

I. 



II* iNSTmTIONAL PROiMH 

i A. Courtat 

Food and nutrition 
Cloth inf and taxtiiat 
Child davalopiiant 

Nrtonal, faaily and tocial ralationt 
Houtinp and hoaa furnithingt 

Hom aanagowant 

Fawily aconoaict 

I. Activitiat 

ThIt will contitt of a conbination of iactura, group ditcuttion^ individual 
inttruction and practica. 

C. Grouping 

Clattat thou Id ba ha Id to a aaxiaun of 20. 

D. Tiaa Modulat and Schadula 

Cartain courtat will raguira sora tiaa than othart. Tha avaraga tina tpant 
will ba ona hour in lactura and four hourt in tha laboratory. 

E. Nathodt of inttruction 

Thafa will ba lactura daaontt rat ion, laboratory work and individual confarancat. 
Audio-vitual aguipaant will ba utad. 

F. Enrol laant Frojaction of 5,000 FTE 
Forty ttudantt 

i. Nuabar of Rooat or Spacat 

Two axtra larga rooat (000 tguara faat aach) to houta work araat tuch at 
kltchan* dining araa, living araa and tawing araa. Thay will alto ba utilixad 
for clatt intturction. 




Education for hoaaaaking 
Education for portonal uta 
Education for gainful aaployaant 
Education for collage trantfar 
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I M. iTAa «l ^CM Oft, 1^ 

A. FwietiwiA 

TAq Olff«r*nt mrk ar«« will k% placaa of individual work and inforaal aaaaiona. 

I. Furnltura, and Inatractlonal Natariala 

Tkla profraw will raaaira a kitckaa araa witli two kltckan unita, dinint rooa 
araa* liviai araa aid olothina araa. Tka laoturo rooa ahould ko aauippad for 
aadlo-viaual aida. 

C. Environaant 

All araaa ahould ha cliaata oontrollad. Tha Hvinc araa ahould ba carpotad. 

D. Utilitiaa 

1. Vatar for tha kitchan 

2. Elactrical aarvica of 110*220 veil to for tha kitchan 

3. Vaahrooa and raot-rooa facilitioo ahould ba locatad naar by 
a. Nwaaroua outiata ohoutd ba locatad in all araaa. 

iV. STOftAOE 

Each cittoorooa will oarva aany purpotao ootha phyoical arrangawant of aach rooa 
will changa froa unit to unit. Soaa rooaa will raguira conoidarabla otoraga for 
aguipaant whan not in uoa. 

|| 

V. RELATIOiiSHiFS WITHIII THE SPACE OR AREA 
in tha Sclanca Tachnology coaplax 
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MID-MANA6EMENt MARKETING PROGRAM 



I. rHliOtOMY 
I. hirpott 

Tilt purpoM of NtrkPting Progria it to providt tha butinott fiold with 
oartorHpliKlod Young aon and woMin »«ho, having coaplatad two yaart of foraal 
oducationf coupiad with practical oh- 1 ha- Job axparianca^ ara raady to attuaa 
iaportant ratpontibil itiaa within butinott inttitutiont. 

I. Objoctivat 

Tha priaary aia of tha prograa it to provida through ciattrooa and indapandant 
ttudy» coupiad with practical on-tha-Job training, tha attantialt of aarkating. 

ii. INSTRUCTiONAL PROaPAN 

Ai Courtat 

i . fianarai 

Tha ganarai courta work it aada up of thota tubjactt required of ail 
Junior collage atudanta in tha State of Florida* 

2* Specific 

introduction to lutinatt 
Principlat of Salataanthip 
Croat iva Advert i ting 
Marketing Practice 
Prihcipiat of Marketing 
lutinatt Mathaaatict 
Accounting 
lutinatt Law 
lutinatt Writing 
Principlat of Retailing 
Principlat of Managanant 
Econooict 

I. Activitiat 

1. Teacher 

a. Lecture 

b. Lead di acuta iont 

c. Parforo deoonttrat iont 

d. Coordinate tiudant data projactt 

e. luparvita tiudant danontt rat iont 

f. Teat (axaaina) 

2. Studantt 

a. Lacturat 

b. Oitcuttiont 

(1) Ditcuttion ioadart 

(2) Diteuttion coordinatort 
(IV lUcutaion participantt 

c. Narkoilng gaaot 

d. Tati Taking 



C. ir««0liit 

TIm c1«t« My Mill, frM tin* t« tiM, bt broken down into ditcutsion or 
frobteii eoWing grOiM. Eecb group will bo coapoood of fivo to ton •ttionto. 

TliM Noduloo and t^bodolf 

' Cl too pbriodo will bo ochodulod in the worn I lig portion of tbo day only, 
ttudonto will bo roleaood at approx iMtoiy li:S0 a.a. for work aaoignaonto 
wbieb will oparato until 9:00>ls00 p.a. 

E« Nothodo of I not ruction 

I. Lacturo - diocuttion 
I. Work - otudy 

F. Enrol laont frojoctiono 

Sinco tho ontiro county it not contidorod a largo rotail contor (Printer's 
Ink Harkoting goporto i9C3-6b), top onrollaont will probably not oxcood 150 
atudonta. 

6. Nuabor of Xooaa and Spacoa 

Approxiaatoly six claaarooa spacoa will bo noodod (25 atudonta par rooa mexi- 
aua). 

III. SPACES 01 AREAS OR ROOMS 

A. Function (too part il) . 
i. Furnituro, Eguipaont and Instructional Matoriaio 

1. Furnituro 

a. Twonty-fivo (25) ara typo cbaira (aaxiaua) por classrooa 

b. Doaonatration tabloa 

2. Eguipaont 

a. Eioctricai outlota whero ovor poaaiblo 

b. TV antenna wall fixture at tho front of tho claaarooa 

c. Movie tcroon at tho front of claaarooa 

d. Lighting for doaonit rat Iona (at front of claaarooa) 

C. Environaont 

1. Cl iaato controlled 

2 . Movable chaira for grouping 
S> Adjuatablo lighting 

D# Utiiitioa (aoo Part il) 

iV. STORAIE 

A> Doth atorago should bo provided for atudont books 

R. Instructors should bo provided with a desk and lectern 

V. REUTiONSNIPS WITMiN THE SPACE CR AREA 

The prograa foci 1 itioa should bo locaxad near the facilities of other business 
progroao* To expedite exchange of ideas between and aaong faculty aeabers. 

yts--- ■■ 



u NiioaoniY 

I,. Nrp6t^ 

To oroioro iraduoiftt to fivo direct nurting coro to potlontt In hospital t and 
kMinnino lavdl . to racoiniza tha nursing naads of Individuals 

cooparata with othar dlsclpllnas In pro«>tlng Individual and coaounity haalth. 

I. Objacttvas 



2 . 

9. 

i|. 

5 . 

6 . 



Davalop skillful patlant cars . 

Racogniza tha nursing naads of Individuals and groups of P**‘*"** 

Cooparata with othar discipllnas In proaoting Individual and coaaunity 

u!!lrl!t..< th. r.Ut.d .elMtlflc tnO cuttur.l conc.pt. portlnoot t. 



nursing ^ 

Coaaunicata affactlvaly with othars 

Salfodiracting and assuaas rasponsihl llty for har own actio 



11. INSTRUCTIONAL PROGRAM 



Ao Coursas 

1. Fundaaantals of Nursing 

2. Nursing Cara of tha Physically 111, I and II 
8 . Nursing Cara of tha Mentally 111 

g. Matarnal - Child Nursing 
5. Nursing Trands 



B. Activitias 
I . Taachar 



a. Lactura, discussion, daaonstration. clinical 

chalkboards, aovlas and flla strips, aock-ups, recordings and charts 

b. Suparvision o^ laboratory practice; stsaM group discussion 

c. Tasting and checking student perforaance 



2. Students 

a. Discussicn, group presentations, reading, writing, reporting and 
clinical practice 

j), g^yi^ii 0 f tests and clinical perforaance 
c. Exaai nations 



C. Grouping 

|. Conference areas for 20 students 
2. Classrooa for 50 students 
S. Lecture area for 200 students 

D. Tliia Modules and Schadulas 

Fifty alnutes per weak for each lactura credit hou 

E. Methods of Instruction 
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III. 



I. Uetirt 
2* DMMMi«tr«tlon 
S* iRQ«p priflintitlont 
i|. ttrpvp dItCHttlon 
5* Conf«rtnc«» 
f. I»1f ttttdy 
7. Ukofatory 
t. IndlvIdMl inttriictlon 

F. Enrol iMnt ProJ«cilOAt 

200 •tttdontt 

SFACES OR AREAS OR ROOMS 
A. CUttrooM 

1. Tiio Urfo clattrooat, SO ttudont ttotlont ooch ond o dtiKMittrotlon oroo 
(fotloht units) In osch rooa 

2. Four confdronco rooos (IS studont ststlons) 

Ono suditorlua •* typo olsssrooa 

S> Faculty 

I. Offico for Division Chslrasn 
2* Offico for Division's socrotsry 
$. Rocoptlon rooa flO' x 10') 

S. Offico for dopsrtaont dosd 
5* Offico for 10 professors 

S* Offico for ono socrotsry and {itudont assistant 
7. Storago and Mork rooa adjoining Division socrotary's offico 

C* Functions 

1. Routine classrooa lecture (see Fart II) 

2. TMonty students per class 

3. Studont Malting rooa largo enough for six students 
D« FurniturOf Eguipaont and Instructional Materials 

1. Desk chairs Mith aras 

2. I saall desk (SO* x 20”) Mith I droMor 
3* Large portable floor standing lectern 

5. Large chalkboard (ainiaua S' x S') 

S* Display board 3' x S' 

6. IPtste container 

6. Acoustically treated Malls, ccTiing and floor 
S. WindoMS to be darkened for file shoMing 

9. Saall MindoM in door 

10. Wall brackets for charts 

11. Wall space to be used as screen for filas 

12. Floor space for tMO bedside nursing units 
IS. Orie conference table 

E. Environaent 

I* Cheerful and pleasant 

2. Adeguate lighting for reading and Mriting 

F. Utilities 
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h Mil ij|Mitk«rt coniuici«d tfUlM*nt 

2. Rocfn cllMt* eontrolU'd 
Tt1«viti«n inUt 
Eifciricfti outUtt 

ivi sbnA«E 

- A. Mac* jrovided for ttndcatt to ehingo ttrooi drott to nuriitig unifora. A 
•inlmui of Of. ft. 

I. Storofo cobinoto along walla in elaot rooaa. 

C. M«ca for audio-viauala and Mdalt. A alniaua of 200 af. ft. 
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V. REUTIONIHIF WiTHIN SPACE OR AREA 

A. ProgrOM Cloaaly Ralatad 

Location ahould bo noar tba tcianca diviaion, particularly biology. 

B. To tho Entira Caapua 

Tha nuraing araa ahould ba an intagrai part of ^ha total caapuo and not a 
aoparat* araa. 
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OFriCE MACHINES 
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K MltLOSOPttY 
A. PurpioMt 

Th* ttydy of offU* ■•chin«t b«tt furthort tho gontfal philosophy of tho 
colfogo hy toachiof tho studonts tho ioportanco of accopting rosponsibil ity 
wbich la ofto of tho first things that a studont loams in tho offico oachinos 
class. 

I. Objoctivos 

Tho gonoral objoctivo of tho aroa is to onablo tho studont to acquiro a skill 
that Mill onablo hio to find his placo in socioty and advanco according to his 
abilitios. 

II. INSTRUCTiONAL fROeRAN 
A. Courses 

1. Ton-koy Adding Mach i no 

2. Full-koy Adding Nachino 
S* Colculator 

q. Transcribing Machine 

5. Duplicating Nachino (Stencil and Fluid) 

S. lookkooping Nachino 

7. Cooptoootor 

8. IIN Roy Funch and Sorter 

I. Activities 

The studont Mill bo given instruction of the operation of tho nachino. after 
Mhich ho Mill develop a certain degree of skill and apply tho principles 
learned to solving probloas. 

C. Grouping 

Tho roon should bo ..rrangod so as to give tho studont tho fooling of Morking 
in a true officjs situation -Mi th desks arranged as they night bo in a business 
offico. At tho sane tine tho surroundings should bo pleasant Mith anplo 
space for tho instructor to novo around anong tho studonts. 

D. Sizes 

The roons should bo largo enough to acconnodato approzinatoly 20 studonts Mith 
"office nanagor's desk and chair." 

E. Tine Modules and Schedule 

Tho studont is scheduled for six hours of offico nachinos per Mobk - three 
Mith class instruction and throe in lab. 

F. Methods of Instruction 

Most of tho instruction Mill bo on an individual basis. Guest speakers Mill 
bo invited occasionally. Files Mill bo shoMn. 

G. Enrol Inoht Frojoct ions for 8,000 FTE One Hundred studonts (approx inatoly) 
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H. Munb«r of Kooat or Spocot 

Throt rooat should bo sufflciont » ono for accounting aachinaa, ont for 
transcribing SMchinas and ona for duplicating aachinas. 

Hi. SPACES OR AREAS OR ROOMS 

A. Functions - Activities of Taachars and Studants 

( saa Part 1 1 ) 

0. Furnitura, Equipaant and instructional Natarials 

1. Each desk aust be individually dasignad for tha aachina that will ba usad 
with it. For tha adding aachinas and coaptoaatars, a racassad tyna dask 
is desirable. For tha transcribing aachinas, a dask large and sturdy 
enough to accoaaodata both an electric typewriter end tha transcribing 
aachina is required. 

2. Chairs should be adjustable, fota cushioned. 

3. A large work table for sorting and collating aiaeographad work, 
q. A stand for the aiaeoscopa. 

5. Bulleting boards (2) approxiaate size: 3' x 2' 

6. Dictionary stand 

7. Chalkboard (approxiaate size: 3' x 5') 

C. Environaent 

Tha office aachinas rooa should be adjacent tc tht instructor's offices. 

0. Utilities 

Adequate wiring should be installed at each station to accoaaodata the aachines 
aen^ioned ^n Part II. Master switch should be installed. The rooas should be 
accost i cal ly treated, taaparatura controlled and well lighted. 

A lavatory should be provided in each rooa. 

iV. STORAGE 

Shelf space along one wall: about 3 shelves, each to hold 5 tubs. These tubs 
will contain students' work in progress, i.a. ledgers and stateaents for students 
working on bookkeeping aachina. The tubs will be 15" long, wide and 7j[" deep. 
Built-in storage cabinet across ona side of tha rooa, extending to the ceiling 
with shelves of different heights - with a depth of IB". 

V. RELATIONSHIPS WITi^N THE SPACE OR AREA 

All of the business education classrooas should be located in one building with 
instructors' office adjacent to the typewriting and office aachines classroom. 
It would be desirable to have the business education classrooas near the center of 
activity - but certainly not too far from the humanities and communications 
classrooas. 
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SHORTHAND 



I. fHILOtOPHY 

A. Purposes 

The study of shorthand coniributos U isny wsys to the dovslopaont of an 
antifhtanad citizan. Tha students soon learn to accept the responsibi lity for 
their Mfn skill davalopMant. Their cultural background is iaprovad by tha 
stress that is placed on vocabulary davalo^aont. Many aspects of the business 
Morld ire discussed in the classrooMf thus piving the students a better 
understanding of the broad general structure of our tree enterprise systea. 

I. ObJecti\(es 

The genecal objective of this area is to eguip the student with a skill that 
Mill enable her to find her place in society and advance according to her 

abi I Sties . 

ii. iNSTRUCTiONAL PRCaPAM 

A. Courses 

1. Sag inning Shorthand 

2. Dictation 

3. Transcription 

>1. Secretarial Practice (Medical and Legal) 

B. Activities 

1. in Beginning Shorthand the principles of shorthand are learned. This 
entails the use of a chalkboard and/or overhead projector. The students 
Mill need large individual desks Mhich Mill enable thei« to keep the 
textbook open Mhile taking sIom dictation. Itie instructor Mill be Malking 
around the room observing the students. 

2. In Dictation tba students Mill be priaarily concerned Mith developing 
speed in takiag dictation. Vocabulary Mill be increasedi Mhich Mill 
require the lise of the chalkboard and/or the overhead projector, it is 
suggested that nul tipi e-use desks be installed (one on Mhich the type- 
Mriter is placed and one for regular classrooe use) so that it Mill be 
possible for the students to transcribe their notes in the classrooM on 
the typeMriter. 

3. in Transcr iption the students Mill still be developing spaed in taking 
dictation but Mill also be developing speed in tranter i bing-thus the 
necessUy for installing the aultiple - use desks Mith typeMriters. 

4. in Secretarial Practice there Mill be tines Mhen the students Mill be 
Morking on cosmittee assignnents and Mill be in snail groups. At other 
tines the students Mill be taking dictation fron businessnen, doctors and 
laviyers. The typeMriters nust be accessible foi transcribing these notes. 

Cl Grouping 

For nost classroon activities the conventional placenent of tables and chairs 
Mill be satisfactory. 

Sizes 
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|pae« thoild Im for 25 miltip)o - um iabldt and odjuotoklo shoirt - 

not ioro tfcnn 10. 

0. TIm IMuIoo nnd tckoduU 

Tho cl tit ^riod ihnM 5o for one hour, throe tlooi for Mook. Tho studont will 
tfond a fivon nuahtr of hourt par wook in tho shorthand Uh. 

E. Mothodo of Instruction 

1 . Locturo 

2. Doaonstratfon 
t.. Iroup 

5. Conforoncos 

5. Sotf study 

6. Laboratory 

7. Individual instruction 

F. EnroHnont Projoctions for 5,000 



Bogi nning Shorthand 120 
Dictation 60 
Transcription 30 
Socrotarial Practico 20 
Logal Socrotarial 15 
Modi cal Socrotarii:i 15 



0. Nuabor of Rooas or Spacos 

Two rooas should bo providod ~ ono for rogular classrooa instruction and tho 
othor roow oguippod as a shorthand laboratory. 

SPACES OR AREAS OR ROOMS 

A. Functions - Activities of Toachors and Students 
(covorod in Part II) 

B. Furniture, Equipaont and Instructional Materials 
I . Shorthand Lab 

a. Wiring should bo iistallod to accoaaodato tho 25 or 30 electronic 
listening stations connected to a single three-channel consolette. 
Each table should be wired for an electric typewriter. 

b. The rooa should be cliaate controlled and well lighted. A aaster 
switch should be installed. 

c. Facilities for all types of visual aids should be available. 

d. The rooa should be large enough to provide space for the 25 or 30 "L" 
shaped tables, each approxiaately >10" x 21" x IB" x 29". 

Chalkboard across the front of the classrooa. 

f. Adequate space shorld be provided between each table to enable the 
instructor to aovc around and observe each student at work. 

g. Space in the front of the rooa for the storage cabinet, which holds 
the 25 stations and three-channel consolette. Size of the cabinet is 
26" high. S' x S’. 




2i. tiiortiiMitf ClMtroon 

ft* Tlift eUftftrooa tiiovltf b« ft^uippftd with Mltiplft - iftbltt. Eftch 
tftbift shouli bft Mirftd for ftn ftlftctric typftwrlttr. 

b. ivMt-in fttorftfft to provido for ftOpptoaoAtftrjr MtorioU (books ftnd 
ptaphlftts for diototion - diotfttlon roeordt) 

Ct Tbo rooa should bo el i Oft to control lod. 

(|p d, Fftcilitifts for all typos of visual aids should bo avftilablo. 

0. Tho rooo shoulo bo Isrpo onoufh to provido spaco for tho 2S or 30 
nultipio uso tftblos - II” x S<” (oftln tablo), sldo oxtonsion tablo 
16” X 26” (This softlltYr tablo is at right anglos with tho oain tablo) 
w.ih adjustablo typist's chair. 

f. Chalkboard across tho front of tho classrooo. 

g. Sullotin board on ono sido wall. 

h« Windows aro not nocossary. 

1. Adoguato spaco should bo providod botwoon oach tablo to onablo tho 
instructor to aovo around and obsorvo oach studont at work. 

IV. STOiAOE 

(covorod in Part III, I) 

V. RELATIONSHIPS WITHIN THE SPACE OR AREA 

All of tho businoss oducation classrooas should bo locatod in ono building with 
instructor's officos adjacont to tho typowriting and offico aachinos classrooo. 

it would bo dosirablo to havo tho businoss oducation classrooas noar tho contor of 
activity > but not too far froa tho huaanitios and coaouni cat ions clai^srooas. 
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TYPEWRITIMCi 



I. NILOtOPMY 
At Purposes 

TM study of typoMritinfl contributos diroOtly and indiraotly to tho on- 
liflhtondd citizonry. Many typos of problaas oust bo solvad In tho class, 
wblch call tor a disclplina of a physical* aantal and oaotlonal natura. 

It Objaetivas 

Tho fonoral objaetlvo of tho araa Is to asuip tho studants with a skill that 
will anablo hin to find his place in sociaty and advance accord I no to his 
abilitiast 

II. INSTIUCTIOtlAL PROIRAN 
At Courses 

1. lofinning typing 

2. Intansodiata typing 

3. Advanced typing 

It Aetivitias 

The rooa will have one specific purposa; A place Jn which pupils will isarn 
to typawritOj The instructor will give daaonst rat ions and explanations and 
the studants will practice idiat has been doiionstrated or explainedt 

€t irouping 

There should bo two typing labs each to accoosiodate approxioately HO students. 
Seating arrangooent should bo conventional t 

Dt Tiiao Modules and Schedule 

The student is scheduled for six hours of typing per week (half of which is 
dona in a lab.) 

Et Methods of Instruction 

Most of the teaching is done by demonstration and explanation. Filos are 
used in this connection. The Skill Builder will be used. Most of the tisM is 
devoted to actual typing by tho students. 

F. Enrol loent Projections for S,00i> FTE 

I. leginning Typewriting iSO 

2« Intermediate Typewriting 100 

3. Advanced Typewriting SO 

6. lumber of Rooms or Spaces 

As stated above, there should be two typing labs. 

IN. SPACES OR AREAS OR ROOMS 

A. Functions 

Explained in Part II 
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i. Furnltiirtt twl li!ttr*cir<8i»tl Mittrlily 

1. Ityriy •dJytUkIt tynwrlUr 4%»k* - tl*t W" k 21" 
a* CWionttratlor ttwi# typtwrlUr 
I, DIctioiiary ttwi^ wltli «nakridf«4 dlctloniry 
%, Uk on iittM. or toklo, tdolpM «*tli alphaktiic foldot 
(stiidyfiti f\mc% coaplotW work l« thy "tyk") 

6. Sitnd or ttkle^of rocord pUyor 
f. •ylUtin iMord on Mill 

7. Ilockboord ocroii front of roo« 

I. Wlrlof for oil typos of vlsuol oids 

9. AdJystobU choirs 

10. Locturn 

II. Nop roil Mi th hooks for Moll chorts 
C. EnvironsMot 

Acoustieoliy troolod ond oHisoto controllod. 

0. Utilities 

Mlrl .1 .hould b. l«.Un.<l to .cocod.t. 

porforobly Mlth floor outlets. Tmo rjostor sMitchos shoyld bo inotollod. 
STORAOE 

A. iOO souoro foot cob i not storogo 

1. Four-droMor f ilr (mUI) 

RELATIONSHIfS WiTHIR THE SFACE OR AREA 

A. Typing lob should bo odjoining tho Other business oducotion clossrooos. 

g. Mould bo dosiroblo to hove tho business oducotion clossrOCMs noor the 

of tho octivity - but cortoinly not too for froo the huoonitios ond coooun- 

icotions clossrooMs. 
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II A^tK T E PI A PI C E " 



I. miL0iM1IY 
A« Nfiwt 

rrovttf« th« l«8t p««slkU phytical tiivlr«o«iilt U aii tht 1t«rniiif proc*t8. 

I. Miitctim 

Maintain bMiHinft and frovndt in food physical repair. 

II. IMIINTEIIAIICC PtOMAN 
A* Activitiaa 

1. Cloaninf - continuoaaly 

2. frovontativo aaintananca 
t. lapai ra - aa noodod 

I. Staff 

|. Enginoor 

2» Sopor i ntandont of huildinga and grounda 
S. Carpontor 
g. Electrician 

S. floabor 

C. locooMiidationa 

At tho praaant tiaa aaintananca is provided by a county crow, howoyar,lt I* 
rocoaaandod tho collogo havo its own aaintonanco prograa when tho now facility 
is finished. 

III. SPACES 

A. Office for Enginoor 

Furnished with desk, chair, g drawer tile cabinet 
S. Naintonanco shop 

1. Work bench with vice and cabinet for hand tools 

2 . ladial or bench saw, jointer, bench grinder, drill press, portable saw, 
router and hand drill for wood working. 

Sa Work konch with vicop pipo diotp ioldorliig ogiilpMot tod othor hind tools 
for pluabing, air conditioning and heating aaintenance. 
g. Work bench with vice and cabinet for electricians* tool a. 



C. Environaent 

Shops should be adeguately ventilated and lighted 

D. Utilities 

1. 110 • 220 volts outlets 

2. Coapressed air and gas 
S. Telephones t.nd intercoa 



I‘. 



V 









OPERATIONS 

I. FMiLOSOniY 
A. furpOMt 

CrMtt in •nvIrowMiit that will ba conducive to loerninp. 

I* Object I vec 

Maintenance of the housekeeping activities concerned with keeping the phy- 
sical plant open and ready for use. 

II. riioeRAN 

Cleaning, disinfecting, heating, lighting, coeeuni cat Ions, power, moving furniture, 
handling stores, caring for grounds and other such housekeeping activities as 
are repeated somewhat regularly on a daily, weekly, monthly or seasonal basiSv 

III. E^ifNENt 



A. 



The necessary hand and power equipment, conveniently located to facilitate 
ease in housekeeping and conservation of time, to carry on the above program. 
Mop, mop buckets, carts, brooms, dusting tools, disinfecting materials, chalk 
board cleaning equipment, floor cleaning machines, window cleaning equipment, 
etc., for housekeeping of buildings. 



B. 



Power mowers, rakes, hoes, shovels, water hoses, carts, etc 
the shrubs, lawns and other landscaped areas. 



• f 



for maints-.iing 






IV. STORAGE 









- j 



In order to adequately meet the needs of the instructional, operational and 
maintenance supply requirements, three types of storage facilities are required. 

Central supply and equipment warehouse should be located near ground keeping 
storage area and should be easily acceseible to delivery trucks. This area must 
also be located so a minimum amount of time is spent by personnel in carrying out 
their responsibilities. 

A. Cantrsl Supply and Equipment Warehouse 

|. This facility must be adequate in size to house six months' supply of 
instructional supplies such as ditto snd memo paper, chalk, duplicating 
fluids and stationary, etc. It must also house six months' supply of 
custodial needs such as paper towels, toilet tissue, cleaning supplies 
and equipment. Space must be provided for storage of folding chairs and 
tables, etc., used in convocations and other large group assemblies. 
Space must also be provided for space office and classroom furniture and 
equipment. 

2. It would seem a warehouse of this type should have about q,000 sq. ft. of 
floor space with 12' to 1^’ high ceiling. Large doors should be provided 
for ease in loading and unloading. 

B. Service Storage Areas 

I. these areas should be located with at least one in each floor or wing or 
for each pair of restrooms. 



I 

i J 
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2. This «r«« should houts « Jsnitorisl sink, ds«-to-dijr supply storsgs 
sholving, Jpnitorial hand tools, claaning aguipaant, trash containars, 
work carts, ate, 

C> Srounds Kaaping Egulpaant 

i. Spaca should ba providad to housa tractor, isoMar, hanc and poMar tools, 
spray aqulpaant, suppllas, trash aoving agulpaant, trash containars, 
claan-up provisions for aguipaant and parssnnal, ate. 

2* This araa should ba adaguataly housad i!i about 1,000 tg. ft. It would 
saaa that a staff of >1 would ba raguirud to carry on ;his activity for 
tha 100 acra sita. This araa should includa spaca fer a snail shop 
aguippad with tools so that naintananca of aguipnant nay ha carried on. 

»:^SCELUNE0US 

A. Mechanical 

Anpla provisions should ba nada available in order that preventative and 
operational naintananca can ba carried out acononically, safely and aff ici- 
anti y. 

B. Toilets 

An adaguata nunbar of toilet facilities should ba available in each building 
for both saxes. This should neat tha State law raguiranants for an educational 
building. These should ba designed for ease in claaning and naintananca. 
Constant Janitorial services should not ba necessary. 

C. Parking 

As this is a Connunity Col lege and all personnel will ba cennuting, adaguata 
parking facilities nust ba providad, easily accessible to all activities. 
These areas should ba designed for ease in traffic control and policing. 
Consideration should ba given in arranging for special activities such as 
athletic events, student extra-curricular activity, etc., held day and night. 
It would saaa advisable to locate aiiproxiaataly 3,000 student cars in one or 
two long lots with provisions for faculty (about 260) and staff (about 200) in 
other areas near the respective work areas. Provisions for visitor parking 
(about 25) should be located near the Main adoinistration building. Thought 
should be given to control of student parking as to easy access froM wain 
routes and security control while on cawpus. 

D. Service Drives 

Service drives should ba arranged for ease in access to all buildings for 
cleaning. Maintenance and deliveries. 



